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, IN%BODUCTION .
{ ( o , -' L

R Most™ businesses and their personnel éxecutives are jinterested in findlng

mature, ref&able, and éxperienced workers. They aré esfecially eaget to find -

gorkers with ‘these characteristics who can also heilp them‘1n meeting’ Afflrma~
tive Action goals. Yet there is a large: +pool ‘of just thegf-kinds of people

who are underemployed.or unemployed These are individuafs, such as women\
e—enter1ng the job market who have extensive, Job—relev Pt unpald work .

. experience acqulred From” the1t work in volunteer organizaffions, community

. services activities, and the home.

-

b
- v

o

homemakers and volunteers. However, the HAVE (Homemak f
ence) Skills materials can also be used by employers ta
* their unpald work ‘skills in iob ,changing or advanceme

- — The Project HAVE Skills materials include;; f \XV% G ’
- . ) . i/, 3 .
‘. e 'The ProJect HAVE Skills Women's W
e The ProJect HAVE Skills “Counselor
. The Project -HAVE Skllls Employer

© ‘u

o

RS ‘The chief purpose of these mater1als 1S to help wome

. the Job-rq&evant skills they have learned ashhomemak rs and voluntg er and to
match thgse skllls with paid jobs. The mater1als’wele developed ulidet a grant
from.the omen 's Educatlonal Equlty Act Program of t‘e U.S- Depart@en, of .

\ Educatlon‘\ . . 13; ! "

Why It Is Important to Recognize Women's Homemaking and Volunteer Work .
LT Skills. Most employers are aware that improved recognition of theLskhlls
. that women learn in homemaking, communlty service, vplunteev workx and other
unpaid work would significantly 1mprove their ability] to recru1t€§dult women
returnlng to the labor force. - Fewer employers are aware that fa%lure to |

[N

3 recognlze women's exper1ent1al learning may be contra y to equali?mployment

= , opportunlty goals. i . Q v -
N i Eogne T
¢ A leaflet on ﬁqual Employment Opportunlty for Sta te and Loc%l Govervments
(United States C1v1l Service Commission,” 1974)\sayS'§ é. ‘
. ‘ 3 .0
o \ AN - € - . é;‘
. > ° Many State and localygovernments do not perm1tff . ,\y;,I -
T _consideration of volinteer or other npald worﬁ ‘g T
¢ . : > - when they evaludte .the exper1ence of;appllcantg DT [
: for employment:. Thxs pollcy 1mpaets§ dverselﬁf -
. ’ o on m1n6r1t1es and wOmen.\ Minorities!:and women .
. T . have been excluded from Jobs which’ ml ht give. : - ,
.' A e ] - o
, ¥ . \ | ©o v
R . ‘) . ) a . s b , ,r’ ; ” '
. . : ~ »
- . ) e . ot ‘ ' S
- Q , /° . . : o
L - , . ! i \ s N .- ‘! . [
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. ' the experience necessary to qualify for better .
o - jobs. 1In addition, women more than any other
e ) group- of employees interrupt their careers for
) a period of time to assume the responsibilities > s
’ of having children and raising them. Neverthe- ’
less they have engaged ‘in productive volunteer
activity from which they have developed know-

N : ‘ ledge and skills. This experience enhances
: : oy . their value as prospective employees and ought- oo
- e : ‘to be recognized. {

~ ) . - -
,

Lelgal articles also support the eliminq;ioh,of credential requirements
andﬂgheir replacement with job related skills. For example, an article in
Ehe;ﬁeorgetown Law .Review (White and Francis, 1976), states that "credential
requirements, are inherently discriminatory because minorities, women, and

< ol&gfrworkefs have less time and money to*spend on schooling than white
: males." They continue by noting ‘that "credential requirements undervalue .
experience and overvalue educational achievement" and say thaf use of creden-
, tial requirements means that job applicdnts must have atquired their knowledge

»

- and skills in a certain way. ) -
Barriers to the Acceptance of Women's:Nonmarket Work Experience. There
are six barriers that limit thé recognition and acceptance of women's non-

market work experience:
- €

. \
Vi Co * T : .

. e Identification: Job applications and.emplpyment’ interviewers often
: neglect to ‘ask women about their volunteer work, comm ity §ervice,
” * and homemaking experiences. Additionally, women them_'bves\often B}

1 - fail to bring such experience to the attention of potential employers.
e Articulation: Employers and their'ﬁérsohnél officers lack materials
. that show the relationship.between unpaid work experience and the )
requirements of-paid jobs. - Thus, dlthoygh they are aware that a woman -
¥] . has extensive volunteer work experience, they are unable to use this’

. ' -information in making a job placement. ¢ |

.@ Assessment: Testg and other systems that have been developed and | -
. validated for job 'selection have “focused "on the relevance of previous
R formal education and paid work experience. They hay be .less effec-

' ~ tive in the assessment ofvhonforqal educatéon and, unpaid®work.

. L ~

-

“» @ Financial: Sincerassessment of life experience learning is often
) iﬁdividuglizqd, it”@éhds to be time-consuming and, therefore, costly.
. Any assesgment method used by employers must offset these costs
. throdgh lower %painihg-costs, higher, productivity, or other similar
. v benefits. St ’ ~
oo, - o ,— ) e g . . . . - - ,
L% .Q o Organization of knpwi@dge: Because of the manmer in which it is
: écquirea, experiential learning is often structured diffemently than

f .

Q : . ot l,7~ . * .
. = . ‘ ° ° ’ ’
JERICT L S P
S . R - . : : -
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learning acquired through formal instruétion. dult experiential
learners may have 'spotty" areas of knowletge, with many, but not
all, of~‘he skills needed to enter ‘an occupatlon Y ) >

Beliefs: Many people think that only work which is done for pay is

~ "real" work. Also sex stereotypes have caused the depreciation. of
. much of the unpaid work done by women. These myths lead people to the
mistaken belief that,this work is trivial and of little significance.

What steps can a pe;sonnel officer or employer take ‘to overcome these

obstacles?

I

'

Identifying Unpaid Work Experience.

* The first and most obvious step .in,

identifying women's unpaid work experience is to be sure that “job application

forms an

work ,

cQ

job interviews are structured ‘to obtain information about volunteer
unity service, and other opportunities for exper1ent1a1 learnigg.

Intervléwers sh

d be made aware of two possible problems in eliciting informa-
. (1) women often describe volunteer work in

tion ab0ut unpdid work experience:
terms of the setting, in wh1ch it was done (e.§.

"I did some volunteer work

for ‘the .hospital) rather than in terms of the Job

unctions they performed.

It is jimportant that’ the interviewer probe to find out 1f“th1s 'work for the
hosplual" involved, fund raising; operat1ng the gift shop, medical laboratory.
ass1stance, or some other function; (2) women often tend to deprec1ate their
own ab111t1es It is 1mportant for the personnel worker to 1dent1fy the level
and gcope "of responsibility in unpaid work as well as the- spec1f1c -tasks and
dutlés Volunteer organizations should be encouraged to develop job descrip-
tion% and to provide worker evaluatlons that can'be reviewed by employers.

A survey of adult women's experiences and skills done for a related
progect (Ekstrom, Beier, Davis, Gruen?erg, in press) found that eva1uat1ng
and purchasing *food, cooking, and managing monéy were among the ‘most’ common
homemaking activities, However, surprisingly large proportlons of the 131

women surveyed, Whose average age was,’40, had done some less traditional

homemaking tasks. Forty percent had made automobile repairs, 467 had made
plumbing repa1rs, 49% had™done electrical. and .small appliance repa1rs,,49/ had
done, carpentry or home constructlon projects, 84% refln;shed furniture, and
86% could do painting, wallpapering, or tile setting. Slm11ar1y, although
quantlty food cooklng and teaching groups of children were among the ‘commonest .,
volunteer work act1v1§1es, 63% had trained other volunteers and 47% had
supervised other volunteers. Fifty-two percent had conducted telephone or
questionnaire surveys,.47% had managed a sale ar shop, 45% had wr1tten news--
paper articles, and 39% had been respongible for the financial management of
their organization. . . « - .
2 L3

In this gulde we provide.a copy of, a survey that can W\elp employers to

identify women's job-relevant sk;lls and experience. '
1 ’ » .

Investlgatlng the Articulation between Unpa1d Work and .Paid Johs. . Once

a personnel administrator understands the types of unpaid work skills that

-
\ P
v o -

~

-

-

L4

J
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.
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aduft women aré likely to have acquired s/he can begin to determ1ne how thdse -
skills relate to the jobs in a given business, industry, or service. Two
research studies have attempted to identify the relationship between homemakjng y
and paid work. Nic¢kse €1975) asked 29 administrators togyrate the relevance of ' (,
homemaklng cdmpetenc1es for professional and paraprofessional jobs in human
service agencies. All competency., areas received mean ratings indicating that
they included essentidl or desirable <job sk111s, the co;Zetenc1es were consid-

ered more relevant for the professional level jobs than for pqraprofess1ona1 . ’

. positions. Arvey and Begaila (1975) used the Position Analys1s Questlonnalre

(PAQ) toicompare homemakimg with over 1, 000 jobs. Among the 15.jobs with
the greatest similarity to homemaklng.were patrolman, home economist’, fire
fighter, electrlcran foreman, hydroelectric machinery mechanlc, repair lineman,
and vocatiqnal tra1n1ng instructor..

- -

! Hybels (1979) found that 44% of a nationatl ‘sample of women in jo?ﬁ
ills

involving public relations work report that they developed their job

partly or totally through volunteer work, as did 39% of women in managemeilt
jobs, 28% in counsellng, 25% in teachting, 23% in Bookkeeplng, 22% +in clerical
work, and 207 in research and wr1t1ng jobs.,

., In"Project HAVE Skills we have developed a chart which shows the relation-
Shlp between 28 areas of homemaking and volunteer work experience and Department
of Labor occupational groups. Thegre is a need for further research on the
relationship between skills learned in unpaid work and those used in paid jobs.

v

.. Improving Assessment. A Assessing the job skills of re-entry womed with:

volunteer work or other unpa1d work experience should be 'mo different than

assessing the skills of any other job applicant. If a selection test, such as

a typing test .is typically used for a position, it ought. to ebe approprlate

for asséssing the skills of all‘Job applicants. In some cases,, test content

analyses and/or sepatate validity studiés for’ re-eptry women in comparison to ;
other job applicants may need to be done. This is especially true if there - F
is any suggestidn'of adverse impact or ‘other evidence that tHe selection test

' may be‘fscreéning out" .apparently well-qualified individuals. _ *~ = =

Personnel adm'nistrators\suﬁervising the use of tests and other tradi-
tional assessment devices should review them to see if they contain, the kinds
of content bias' that lessen their effectiveness with individuals who may have
acqulred Jop—relevant knowledge through unpaid work experience arnd nornformal
education. . Four kinds of content bias can affect the use of a test with women
and minorities. These are: (1) numerical bias, (2) role bias, (3) ktatus . .
bias, and (4) stereotypic bias. A fifth type of bias, called familiarity .
bias, is a spec1a1 problem when asses51ng the skills of re-entry women Or .
other groups that may have less formal education or paid work experience
- but who have other extensive and\Job ~relevant experience. .

(4

et

. »
> : [ J . o, . ' I [y
Numerical bias occurs when women, minorities, por other groups are

:underrepresented or missing in job selegtion test oontent The -covert™ .
message of such bias_is that this occupation is not open to all. .. K
- R P .

rd

/ ' — * * ) ) ~
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Role bias occurs when the members of a group are shown 1n only a 11mLted
number of activities. Test content analysis has shown that wpmen are dep1cted

primarily as houseines, teachers, of secretaries. The subtle message is that
these are the most appropriate Jobs £6r women.

\

x b .

Status bias is related to role bias, and og¢curs’ when tests fail to show
the members of a group in pos1tlons that involve leadership and authority.
tests that depict employment séttings often show women as subor-
dinates but rarely show them ‘as supervisors. This implies that women tannot

.For example,

advance up the career ladder; it also can discourage career aspirations. .

ry

»

Stereotyplc bias occurs where the me%iers of a group are uniformly

portrayed as having or lacking certaim ap

tudes, interests, or personality

characteristics. Tests and other, materials often portrayﬂwomen as less -
assertive than men; when such tests are employed,in job selection, women may
.interpret this as an indicatiod that assert}ve behavior is not v1ewed as

desirable and,

thus, fail to demonstrate their ability to aSsert themselves -

when se111ng a prodhct or when supervising others. o N ‘

\

Familiarity bfas occurs when the individuals in one group have had a

greater opportuni to experience the situations depicted in a test item than
those in another group, even though both grqups have the same level of skills

in the area the item is intended to assess. Such familiarity bias may occur .
when textbook-oriented rather’ than real-life cdonditions are used in test .
items. It may also occur when the item setting is less familiar to onme group .

than another.

For example a spatial test may 11ken the visualization process

to what is involved .in working with sheet metal. Yet the same kind of visuali-
zation is_involved in working with dress patterns. Similarly, .mechanical

apt1tude tests often depict construction work and settings where®paid work is

be1ng done rather .than showing these same act1v1t1es being carried out as part

of home.maintenance. and repair. ¢ Such content bias may contribute significantly

"to the sex differences reported in these types of tests. Until the-prqblem of N
famlltattty bias in test content ¥s remedied, it 1s 1mportant for personpel
off1cers‘to see that such bias does not result in "screening out" individuals

who have gained Job—relevant experience from unpaid work and experleetlal

learning.

. »
-

A second kind of problem associated with assess1ng re-entry women's .
volunteer work’and ,other unpaid work ‘experience is the lack of job descrip-
tions, work evaluations, and references from supervisors. Im e cases, a S
phone call to a local volunteer organization is all ,that is ‘needed to obtain
such information. Personnel administrators should encourage and work with the
volunteer groups in their community tg help these groups sdevelop the kinds
of job descr1ptlons, training descriptions,”evaluations and references that

~ will be of maximum assistance to volunteers who used unpaid work as 4 way of

* maintaining or deOeloplng job- relevant skills. .Cépies of forms to fac111tate

r

collecting descrlptxons of volunteer jobs_and references for work in such jobs ot
can be found on pages 8-and 9. These are copiéd from a leaflet produced by _
the Calxﬁornla Office for C1tlzen In1t1at1ve and Voluntary Action.in cooperation v
\ ., i .
. L ~ . °
» : . & .5 . = .
. , . . . . 10 \ f/.- . ) ‘ . 's.
’ b . e ? .
. . 4§ - - . ‘
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with business groups. For more informat ion about working with volufitees \
organizations_and agenc1es write to Volunteer: = National Center ,for Citizen

Involvemenb P.0. Box 4179, Boulder, Colorado 80306 or phone (303) 447-0492. #}\ :
- . » B v , ‘ P
) In some cases, itgmay be 1mposs1b1e for a personnel offlce to obtain . \ "
i descrlptlve and evaluative 1nfo;mat10n about a woman's unpa1d work from a . .

‘supervisor or-other third party. In these circumstances it 1is probably . .
best to assess the-rself-descriptive information from the woman exactly as

would be done for someone who has comparable paid employment experience but
.whose former employer or superv1sor cannot be reached for verification.

, * Finally, it is 1mponﬁant for a personnel office to asses's all of the
.skills of re-entry women, not just those which are involved in an entry level
Job Data ‘from our research and from other projects involving adult women show
that re-entry women often have developed interpersonal and managerial skillg
to a high level thrBugh their unpaid work, but that they may have less well
. developed technical skills. . If only the entry-level technical skllls are
assessed, companies may overlook the management development potent1a1 of
re-entry women with extensive experience in 1ead1ng community and volunteer

. groups. Often, only a relatively short period of on-the-job learning to

acquire or update’ technical and profess1ona1 skills 1is needed before such
women can be advanced into superv1sory roles or -placed in management train- .

) qng programs. : . . o

. Deallng with Knowledggicaps. The problem of knowledge gaps can be .

solved best after assessment. The employer may wish to hire the individual

' with the understandlné that s/he tdkes certain coutses or training programs

‘to "fill in the gaps." Written agreements about empléyee advancement after

completlon of such training may be useful. 'If thefe is a con81stent pattern

of gaps in experlentlal knowledge that ‘can be observed acrpss a number of

prospective employees, it may be useful to develop a training program to

. meet this need, or to confer with a local college about the des1rab111ty of .

4 prov1d1ng such a program. . . N .

v

Changggg Beliefs. As“more comsahies hire re-entry women and other,
individuals who have learned the1r job skills through unpaid work, it will -
- become. increasingly important to maintain good, records of the capabilities
and accompllshments of these people. Only through the careful analysis of .
such information can ev1dence be obtained to d1spe1 the myths about unpaid .
- .~ work and to prévide equal opportunlty to those individuals who have the L W
e ability and motivation t5”be one of the most important parts of the labor
force- of. the funtute.

.
+

RPN Why Hire Re-entxy Women? Many e&ployers are interested in hiring
adult women,feturhlng to the pa1d work, force. Here are some reasons ‘why
. employers are-hiring mature workers: s : d , ) . .

e Workers 45 and over ddit their jobs less than half, as often as'younger ,
2 workers. )

Aruitoxt provided by Eic:
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-' o Workers 45 and over are half as 11kely to ¢change Jobs as younger
- ~orkers. ** - ; ’ . _a s

-, . w -
. - e -~ —

e -Warkers hired aftergage 49 usua11y attaip higher per formange ratrngs

N -, in a, shorter t1me than workers h1red before age 30. . K -
. > . :.. , { ¢
e The number of workdays lost, for all reason goes down as age An--
s creases. Workers over age 50 lose fewer wor days than those under = | ~—
: L age 50. ) . ot \“ . ot
N » pl . :l . . s

\f
' "+ e Older.workers tend to have “a more pos1t1ve att1tude toward work than
. <0 do younger workers. . -

/ . ‘ o AN -
Employers who hire adult womén are often able te reduce the1r turnover rates
and thus redute the costs of op-the-job training for new workers. Re-entry

. , + women who have been #eaders in their" communlty’or\ln a volunteer d@ganlzatlon
" usdally have excellent managerial and 1nterpersona1 skills. In addition,

they have learned how to motivate others us1ng psychic, rather than monetary,
revards. . . -7 . ;Y

,
on

<

Co Plan of This Guide. The remainder of this gu1de*ha5’fopr chapters :
’ < Chapter 2 describes the Development of the HAVE Skills Assessment Survey The
survey inciudes 132 skills which are. commonly found among adult women and which
were rated by’ pefsonnel specialists as being generalizable~%p a fairly wide
range of ocgupations. Chapter 3 describes the Pevelopment and Use of the HAVE
. Sk111s .Chart. The chart links 0ccupatlona1 Groups (from the Dictionary of .
Occupatlonal fitles) with 28 "I Can'" lists. The "I Can" lists are competemey
statements faor skills that are learned or used by women in their homemakiny
and, yolunteer work. Chapter 4 describes how eqployers can develop ‘their own
sc}%enlng instrument for any occupation or group of occupatlons u81ng material
from the "I Can" lists. The final chapter,, byoCarol Truesdell "discusses the
value of giving job credit for voiﬁnteer work exper1ence The HAVE Skllls -
§urvey and the 'I Can'" lists appear in the Appendaces to‘this volume.
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L .. . < VOLUNTEER JOB_ DESCRIPTION FORM .
+ Title of Position: R , Date:

-
a
~ .

' Department/Location:” =
: ' 3 \ . . ’
¢

.- . PR .
Reports to (title and,name): «
. N . > T . °© ~
General Nature, Scope, and‘Purpose of the Position:. e N e
. . . - . . W
A} ‘ ’ .
. -
£ S
' ‘ ’ - \j
. & .
L]
“ " ’ i3
;. ) Lo
T 3 - : ’ )
. v [N ,
‘ b - . ‘
\ C
. ) , . )
TN ,
L] - v
. .
. {
. . ’ . t
) , & a . . ,
i (3
A Y -
* Duties and Responsibilities (list in order of importange). .
. -7 s
. ] . .
. .
. - »
4
; e - . “:“t
. . - Ay N -
3 A
4 .
.. ‘ .
faad - .
¢ °
. . . - .
¢ . v -
L] - A
~a 7 ‘ c‘) ¥ ’
: . o, - ] , ,‘..1
N L d
. . . )
) . oy sq:,: b ’ . ' e .
Supervisory Responsikilities (how many, job titles, type of supervikion given):
° o
~ -
. ™
L]
N I3 M
:', ) .

[ \‘ "
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v
{;“.,, . ,
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VOLUNTEER WORK EXPERIENCE ) -
REFERENCE FORM

AgenCy/Organization-Served R

Name: R . :5 .

~ Address: v

Telephone:

1 3
Volunteer ° e
Name : . ,

Address: °

Telepﬁone: -

Volunteer Job Title:
) %
Description of skills, knowledge and abilities to perform duties and
' responsibilities of the job (include equipment and tools ‘used):

?

a . N '

. " ' \ Qr v

- . . \

Numbég and type of workers supervised:

= 7

~
e £
-Dates of service in this volunteger job: From: X to;;\
Length of service in this volunteer job: years '
. . ‘ months .
‘0 4
» .
‘ weeks
S o .
Actual hours served in this job: ° per day -__per week
* ﬂ , i per month total hours
» . A ‘
. - . -
Signature of Volunteer Worker: P ! °
2 s - : - :
Sigpature of Volupteer Services Supervisor: . . ey .
. | : )
Name: 2 s L 4
. Title: g
Telephone: o - Date: '
’ : » .o
{Note to Volunteer Worker: This certification is your record of your vol- .

unteer experience. It should be retained, as you might wish verification for , ¢
. ?

a future job reference.) .
/

o - P »

- ) 9 c
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e CHAPTER 2 RO ‘
R . . \ ¥
DEVELOPMENT OF THE HAVE SKILLS ASSESSMENT SURVEY ‘

P
.

°

A set of quest10nna1re items, descr1b1ng sk1119 that women learn. through
homemaklng and volunteer work, was prepared The development of these items
began with a review of the "I Can" lists in How to Get College Credit for What

You Have Learned as a Homemaker and’ Volunteer (Ekstrom, Harris and Lockheed,
1977). 1Items were selected from these lists if the’ skill described was
job-relevant. Next, additional "I Can" lists were developed to cover sk?1ls
and areas not previously included and representative items were selected from

these new 11sts - ]
4 <

IS

The.final'questionnaire consisted of 524 items covering skills related
to; ‘Administration, and Management, Animal Care, Clerical Work, Communica-
t10ns, Community Resources and Services, ConsumeTr Egonomics, Counselding and
Intefpersonal Relations, Design and Aesthetics, Emergency Care and Crisis
Intervention, Financial Management and Sales, Food Preparation and Nutritionm,
Fund Raising, Health and Child Care, Horticulture, Legal and Civil Rights,
Physical and Mechanical Tasks, Problem Solv1ng, Research, and Teaching or

Training.

-
.t 2

Using these items, two versions of the questlonnalre were prepared, one
for women and one for personnel specialists. e

In the women's questionnaire, the respondents were asked to rate their
exper1ence .and skill on a scale ranging from 3 = T do this frequently to 0 = I
“have never done this. 1In the personnel specialist's versiod, the respondents
were asked to rate these same. skills on a scale of job-relevance ranging from
3 = Relevant for many jobs to 0 = Not job-relevant. The personnel specialists
were also asked to list a paid job requiring each of the 524 skills,

~

.The women's questionnaire was sent to 125 adult women who had previously
agreed, as a result of project publicity, to take part in this research. One
hundred twenty-two responses were received, a response rate of 98%.

v s

Elghty-seven percent.of the women respondents are white, 8/ are black,
and the remainder represent other minorities. Twenty three percent had com-
pleted their education in high school; 19% had attended college, but had
not received a degree; 25% are college graduates and the remainder have
attended graduate school. Nearly half (40%) 6f the women were over age 35.
The avérage respondent has two children. About one-third of the women T
respondents live in an urban area, another third .live in a subutrban area, and
the .reflainder. live- -in small towns or rura1 areas.

The personnel spec1a1ists version was sedg to 96 individuals who had in-

" dicated an interest in this research; 56 responses were received (a response

rate of 58%). 'Approximately half of the personnel specialists (52%) are

. -~
' R °

.~

ﬁ e .
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| re
employed by service-oriented businesses. About a quarter (23%) arg employed

. . . & . .
in manufactyring firms. Fourteen percent.are employed in transportation,
communications; and utilities companies.

[ 4

The average ratings by the women and by the personnei specialists on . '
each questionnaire scale are shown in Table 1. As can be seen, the women ’
have the most extensive experience in consumer economics, food preparation
and ‘nutrition, and health and child .care. These areas.are all related to
homemaking and we should not be surprised that«they represent women's most
frequently used skills. The highest skill frequency area which appears
unrelated to homemaking is clerical work. When we asked the women about -
previous paid work experlence, we found that 20% had done secretarial work,

14% had been shipping or stockroom clerks, 11% had been cashiers, 8% had been
typists’, and 14% had done other kinds of clerical work. It seems likely that
these women are maintaining and using these sdme skills in ufipaid clerical
work for volunteer organizatiops.. ™ . -




. - Table 1
Mean Rat'ings by Women and by Pergonngl Specialists

. f ? ) C . { + F ., ., Personnel Ratings af
Skills Areal Women's Experience Job-Relevance

U;///}dmigjstration and Management ) : 1.54 . . “1.93
o Animal Care : .. 7 0.48 g 1 0.70
Clerical . . .02 42,

Communications - . .70 .77

Commurity Regources and Servicgé .35 - : .24

« Consumer Economics . \\$\~J(¥ .56, . ..0.83

Counseling and Interpersonal | ‘ .81 - .46

Design and Aesthetics : ' .83 " ) .87.
R . . : . »

Emergency and Crisis Inteyvention : .27 T o .30

LY

“*. Financial Management and Sales . .32 O . .64

Food Preparation and Nutrition . - ' 34 ] ' JdA100°

”'Fund Raising . Fo 1.20 7 S " 1.05
Heéltﬁ ;nd Child Care . : . .ld: L . .Oé
Horticulture - ”H;. | .70 . }: ~§6
Legal and Civil Bightg » E .70 ' 21

Mechanicéi‘andﬁfhysical ' ) .39] ) -1.18

Problem Solving Tl . 72

Research ' i “ 1.31° .38

Teaching and Training \ - - 1.83. . 1.39




29

4 J. .-
Y T ® .. \

‘ Other skill areas in which the women respondents appear to have fairly
extensive, experlence are design and aésthetics, teaching and tralnlng, coun-—
seling and interpersonal, problem solv1ng, hortlculture, and administration
and management. The only two areas in which the,women's skills appear to be

quite limited are animal care and civil an¥ legal rights.

. \ ' )

The personnel specialists gave the -highest rating for job- relevance to’
. the clerical skill area. Othéﬁﬁtgiééitareas which were rated moderately high
by the personnel specialists are admimkgtration and management, problem !
solv1ng,/ccmmun1cat10ns; and financial man¥gement and' sales. The four skill
areas which the personnel specialists rated as %having the most limited job-
reLevance were: animal care, consumer economics, design and ‘aesthetics, and
hortlculture. S
.- . . . |
The-experience ratings for women confirm what other research has shown;
adult women, on the averdge, spend more time in homemaking and volunteer.
work act1v1t1es which develop Yheir interpersonal skills than in activities
‘which develop more nontraditional skills and abilities. These ratings also
provide considerable evidence that adult womén have acquired skills that are
relevant to a wide range of careers. The experience ratings in areas, such
as problem solving, communications ﬁgnd administration/management are all
. above the mid-point of our scale. Each of these areas represents a generic
skill thagrshould be transferable to a large number of occupations. ' .

Y

L 4

.

The skills which were rated by women, as things which they did fairly
frequently (average rating of 1.5 or higher) and which were also rated by
- the personnel egeciafists‘as having fairly broad job-redevance (average rating
of 1.5 or higher) were compiled into the HAVE Skills Assessment Survey. A
copy of this survey anfl an interprenive key- can beéjound in Appendix A. The -
~ key shows the occupat10na1 groups requiring the indicated skill, accoding to
the personnel spe01allsts. The occupational groups are listed in the key in
order of the ‘frequency in which they were mentioned. Each occupational group
list'ed in the key was mentioned by more than 107 of the group of persomnel .
. specialists as requ1r1ng the indicated skill.
THe name of an occupatlonal'%roup in this key should not be interpreted
as indicating that we believe adult women have acquired, through their homemak-
ing and volunteer experience, 321 the skills necessary to enter the indicated -
occupation. What we are suggesting through this'research is that adult women
. -who have experience and skills relevant to a wide variety of occupations be
placed in appropriate jobs in which they can use that experience and sKill. .
In addition, employers 'may wish to encourage adult women to enroll in sralnlng
programs where they can acquire other skills "and knowledge to supplement their
: exper1ent1a1 learning. Community colleges,, vocational and technical institutes,
and other educatiomal institutions are frequently able to proV1de-1nstruct10n
in 9pe91f1c technical sk111s to £fill knowledge gaps in adult's experlentlal
learning. . )

) ~ -

L4

-

! ﬂ‘é“

-

If the occupation‘requires a license or certificate, there may be local -
, colleges which will not only provide the “Yequired. training but which also

. N 14
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award academic credit for life experience learning in these areas. he

~ Council for the Advancetfent of Experiential Learning (CAEL), Lakefront North,

Suite 300, Columbisd, Maryland 21044, can provide more information about this
process. The council operates a toll-free telephone service* (800-638-7813)
which will provide ,the names of colleges that award credit for prior' learning;

they will "also 1dent1fy the kinds of curricula of programs in which such credit
is available. ‘

‘ > —~

Many colleges are now willing to award academic cred1t for°what adults- 1
learn in company- sponsored training courses. The American Council on Educa-
tiorr will visit tra1n1ng programs and determine thesnumber and level of
college credits wh1ch can be awarded to individuals who complete the program
successfully. A book, The National Guide to Cred1t Recommendations for Non- !
collegiate Courses, describing th1s\pran§p and indicating the bus1ness and
industrial training programs which have“already been assessed, is available for

-

= $12.00 from the American Council on Education, One Dupont C1rcle, Washlngton,ﬁ

D.C. 20036, THus, employers who develop their own training programs-for
re-entry women and other workers may be able, at the same time, to: ass1st
these indiwiduals in obta1n1ng college credit. .
. 4
%he’HAVE Skills AsseSSment Survey can be used by employers to obtain .

}self-ratlngs of skills from re-entry women. It was not possible, within the
time and scope of this research, to determine what utility the. HAVE Skills
self- ratlngs might have for employee election. However, related research
{Project ACCESS), using self-ratings to videntify the skills of women returning
to paid employment, _has encouragifig preliminary findings. In a follow-up with'
employers,, six months after the_women began work, the Project ACCESS employers

evaluated the women in’ the project in comparisen-to all people recently hired ‘\7
and all'people curreﬁtly holding the same job. No Pr03ect ACCESS.woman was c
rated "below average' in either of these compar1sons Slxty—nlne percent of

the women were rated "above average' compared to other women currently holding
the same job. %f . ! : -~ . . . .
s
Employers also evaluated the Project ACCESS women on tﬁe spec1f1c skills
from the women's self-rating scale which had been indicated by the employer«ﬁﬁéﬁg@

as relevant for the job. For example, one-third of the field test JObS T \‘
involve SupErvision of othe; woqkers. All.of the women holding these jobs

were .rated’ as "above average' supervisors by their employers. One-third of .

the Jobsrlnvolve selling a product or serv1ce, 677% of the women holding these )

Jobs were rated by their employer as '"above average" in their sales ability.

..8ixty percent of tHE‘JoRs 1nvolve the use of wrltlng Qkills, 803¥of the women

holding these jobs were rated '"above average" in their wr1t1ng ability. /
Forty-four percent of the Jobs invplve dolng arlthmetlc or computations; 60%

of the women were rated -as 'abové average' in this skill.

- ) . 1 .
A very limited preliminary analys1s of how the women's self-ratings
compared with 'employer}' evaluations of them on the same skill found that the
woman's self-ratings and employer,evaluatlon were identical 5% of the time, 78/
of the time the woman rated hersel £ lower than did the employer, and 17% of the'

- . \ ~
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t1me the woman rated herself more highly than did ﬁzr emplo er.
skill self-ratlngs appear to be an undérest ifate “of employmenc pe&formance

-

It is appatent

3\
however, that the survey is not useful for a11 occupa-

4

Thus, women's

.

*tidns. ~ To deal with this, we developed the HAVE Skills Chaﬁ gthat can be :

found in Appendlx B, The use of this chart is d1scussed 1? tye next chapter.
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,DEVELQFMENT AND USE OF THE HAVE SKILLS CHART k4

~ .

. - \

<

One problem in tHe development of the HAVE Skills Assessment Survey
study was the emphasis it placed on the dégree to whieh women' homemaking and
volunteer exper1ence skills could be trangferred to a wide range of occupa-
tions. - What, is probably more important is, determ1n1ng the utility of a given
skill for a particular occupation. While the sqrvey key provides some assis-—
tance: to personnel administrators d1rect1ng re—entry women to occupatlonal '
areas, 1t is far from complete. - 3 . - ) -
To deal ﬁﬁth thls, the project staff developed -the HAVE Skills Chart . fhe
- chart, which. appears on ‘pages 53 to 59, gives the 'Dictionary of Occupatioral
. T1tles three—dlglt occupatlonal groups reldated to each of the 28 "I Can" lists
of women's skills. (The§e lists are glven‘ln Appendix” C.) The chart began.
. with the data from the survey. It was phen supplemented by analysis- of the
. v skills in'each "I Can" list and the skills involved in eacg occupation,
accord1ng to occupatlonal descriptions in sources, such as the Miétionary Of_i—

¢

Occupatlonal Titles and Occupational Outlook Handbodk. . . a

This occupational'analysis focused onetwo basic transfer elements: (1)
transfer from unpa1d to pdid work in a similat environment, 1ndustry setting
e,g., office, llbrary, or health care facility; and (2) transfer using the
8 skills but in a different'setting, e.g. ) doing quantlty food cooking in a
restaurant instead of at a church supper, using ceramics. skllls in a dental
laboratory instead of in home crafts proJects Tt ~

Special attention should be givenﬂto—tégyof the ¥I Can” lists which may be
useful in identifying women: who have nontradltaonal" skills.,- Theése lists are —~°
N Artist/CraEtspE?son and Home Maintenanée Technician. In arts and crafts work '

* women may learn how to do soldering and metal work, glass cutting, etching,.,

llthography, pr1nt1ng, and cgramics work, to name just a few possibilities.
Similarly, women skilled 1n,dolng hbme maiqésnance taskgeldy have learned \ )
simple plumbing, w1r1ng,,and appliance repalr skills as well as “skill in ~ .
- pa1nt1ng, wallpaperlng, and tlle setting. : :

- . ‘
»
‘ -

. To use the’ chart, locaté the name of the occupatlonal groﬁp in the left- o,
hand column. The groups are listed by their three-digit- D1ct10nary of Occupa-*
tional Titles' number. In the adjacent right—-hand column you will find the
name of.one or mqre homemaklng and volunteer skills 1ists: These are the
"I Can" lists from which the items on the survey were abstracted - .
/ . . Yo .

‘s There is not, of course, a perfect correspondence between the dontent of

*~  these.lists.and the requlrements df the occupatlonal groups. Ip some cases

" the "I.Can" lists cdftain‘a subgroup of items that relate to ope occupatlon,

while the other items.on the list do not have this coﬁrespondence ThlS is .

- , espec1ally true of the Artist/Craftsperson and Home, Malnteapnce Technician { §§§

lists. : . ~ ) -

.
[
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s Add1t10nally, there are cases whére only a portlon of the - ~occupations
in a group use the particular skill list. ¥For example, the lists of skills
for Counselor, Human Resources Manageér, and Teacher/Tralner are indicated,
as related to occupational group 166, Perzgﬁnel Administration Occupa61ons.
The Humai Relations Manager list is relev t for all occupations in this group.
The Teacher/Tralner list fs relevant for some but-.rfot.all the occupations in

4

th}s group e.g., fqr Education and Tralnlng Manager or Tra1n1ng Representatlve
. but not Occupatlonal Analyst or Compengﬂflon Analyst). e - @ ’

s,

sl o P

In some cases we have listed ©ccupations at the professional and technical
level which are not realistic choices as eptry.points for;a re-entry woman,

if -

e ‘lacks. require

formal

regardless of ?ow experlenced and skllled

.credentials,

such as occupatlonal certificates and llcenses.

or examplejy we°

as rvelated to Anlmad Care.

It is mor€ realistic to~

list 073, Veterinarians,
expect Cﬁat an individgal with interest, skill®and experience in this area, if
she does fiot wish totoblain formal credentials as a veterinarian, will select
a job such as a veter1nary-hosp1bal attendant.  We list these llnkages to
stress the high level of expertlsewwhlcﬁ gbme women may have acquired and to
.suggest passible job ladders as formal’ training is acquired. It should Be
emphasized that even highly skilled re-entry wemen rarely have all of the
knowledge that an individual formally trained for the occupation willglave,
so that either on-the-job tra1n1ng or additiomnal educat10n may be necessd
to complete knowledge gaps. , ,' 3 < e .

Other skills® from “the "I Can" llsts, sucl as those of.an Adm1n1strator/
Manager, are more w1dely transferable and, %ﬁ adddtion, apply to many jobs

.which do not*require specific educational degrees or occu atlonal certificates “

dr licenses. *These more widely transferable skills hald %he greatest promise

can -be put to

to help employers f1nd workers whose experlentlal léarn\n

optlmum uge.

.
4
——

/ L3
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‘Use of the HAVE Skills Chart.“Employers'or their personnel administra-

tors can use the 'HAVE Skills Chart ,to select one or more "I Can" lists relevant
These lists,
in addition to or irstead of the survey. .

tq_ar occupation.
re—entry women,

/~

-

in turn,

can be used as self-rating scales for

at

Some employers may wish, before us1ng the suggested "I Can lists,

to

have the content revfewed and edited by job analysts, so that only the 1tems‘

which are” relgyant (to the partrﬁular job_are included for final use.
A ratings by superv1sors qu be generated to determfne the

., tively, a system o
job-relevance of the "I Can" 1li

~ To develdp such ratings

1st.

X ©
I 4 ¢

we recommend a two—factor scale:

' Alterna-,

.-,

4 7/
" {1) the

1mportance of the skiil din tHe occupatlon

before beg1nn1ng work or if it ¢an be acquired on the job.

and (2) if the skill must be kpown

The following

scale for ranklng oqcupatlonal relevanﬁe,‘ls suggested . 1 .
, A ~
3 = Necessary for all workers Ln th1s occupatlon, . .
. N . ' 18 . . . ® 'y
* 1 " N L] ,
. A\ LA ¢ )
»’ [N \‘ : - N
. y . .
v ‘3: o "2‘ N -

“
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. ' 2 = Desirable for workers in this occupation; or
‘ oo Necessary for -some But_not all workers in this )
; ’ " - , occupationj. . . Ty s
» - ’ [
* AL 1= Necessary orede81rab1e for only a few workers . .
— . . ‘ in this occupatlon, or
\ N . . ‘
.);.- . * - . ‘ . » . \
. — ) Necessary for ofion but not for entry-level -
; ) work; . ‘ < .
~ t . . . ’ ' N
D ’ ‘0 = Not necessary for this occupation. . ‘
. 4
The items rated 3 const&tute a m1n1mum competency scale for the occupatlon.“
Ty < ,t. .
. ‘The next basic question is if these minimup competencies must be known by .
- the individual before ‘s/he begins the job or if they can be learned on the job .
or in an employer—sponsored training program. 'é dichotomoeus rating*scale can s
. be used. . - \ R
d s t 7 ~
The'skills from :the "I Can" llst which are necessary for all workers in v
the occupation and whlch must be known before the individual begins the job -
- 4 can’'b@ used to screen re-entry women who seek employment in‘the occupatlon._ 0
N {
. . A second use of the HAVE Sk111s Chart is to identify occupatrons for .
s ‘adult women who are- returnlng to paid employment A personnel admlnrstrator
or job counselor cap havé these women review the "I Can" lisfs to 1dent1fy
those lists which are dlosest to the individual's ski¥s and experience. The
R chart can then be read to 1dent1fy occupatlonal groups in which these skills
. may be used. The Project HAVE’ Skills Women s Workbook and the Project HAVE
om0 Skllls Counselor's Culde can_be used to develop a program for counseling :
re-entry women oOr a program for women employees interested in job change. 7
. *
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. CHAPTER 4 . C. b
- v ’ ’ x
~ . DEVELOPING A PROCESS TQ IDENTIFY RE-ENTRY WOMEN'S SKILLS . '

- Q;.

Some em loyersxwespec1a11y thosé who handle large numbers of Job appll—
i_h to develop their own materials to identify re- entry women's
job-pelevan® skills. This “Process 1nvolves combining the_ items from the job
descrlptlon and the skills from the related "I Can" list, determining their -
utility’in selecting superior workers assigning credits to the gxperiences
and skills that are usefqlKLn selectlng superior workers, and cdgstruqting an
experience-based . se1ect10n instrument . . ' . s ’
This process is 51m11ar to that, employed in the job element method .of
personnel selection (Primoff, 1975). It can\help personnel admlnlstrators .
reduce their dependence on traditional credentials (such as a college degree);
vhioh may be creating artificial barriers for 1nd1v1duals who havqﬁ}earned
thedr skills through experience.
® . . ‘ N .
The process, in more detail,'follows: ‘ V" .
1. Select the occupation(s) to be covered. -Most employets w111 probably-
wikh to use this process for occupatlons which® have a high demand for

workers and/or for occupations in which they wish to increase the .
hlrl?f of women and minorities. T . ~ :
3. A . 6& .
. . 8 <t o ~

. 2,° Obtain Job descriptions for ‘the selected occupatlon(s) If interna
job descriptions are not avaPiable, the.descriptions in the D1ctlonq4y
bf Occupational -Titles (D 0.T.) may BRused. The desgrlptlons should
be reviewed and revised, as necessary, to state the knowledge, skills,

- abilities, ahd other work character1st1cs (KSAO's) requlred in the

- occupation. . -

e

3. Using the HAVE Skills Chart, select the women's sk111 ("1 Can™)
list(s) which relates to the occupatlon : .

. [y
- -

4. Create a rating form for ‘each occupatlon The form should contain
the K5A0-items and the Ltems from the-"I Can“’tist A sample form:
is given on page 23. v i , .
. t - °
5. Assemble a group of supervlsors (or experienced workers) in the .

°

- occupation. Ask thém to complete the rating form. Usé two categorigs
. df fatings: (1) the importance of-the skill for the odbﬁbatlon, and
*e___,—(Z) whether, the sk111 must be known pr;or to, employment or if it can
be 1earned concurféntly with employment. * . S
' . heS ‘v

6. Comppte the average ratings for each KSAO/Skill.

, .
T po— Yy

A

v

3



:",l . R . 1,

- L)

~ e B - v
a ‘* 7. -Determine cutting scores for screening. Nof% that items which have

an average Importance Category Rating of 2.0 or higher are considered
l) "Necessary" or, "Desirable" by the majority of raters. Note also that

¢

Learning Category Ratings of 0.5 or highes indicate that the majority
of raters comsider the KSAO/Sk111 to be one that must be known before .
. beginning the JOb °
. ;8. Develop an employment applicant screenlng form." It is suggested that’ ¢

t such, a form include all KSAO/Skills w1th an Importance Category Rating ‘
’ of 1.0 or hlgher‘») o . . . .

- 9. Screen potenxlal emploxees by obta1n1ng the1r salf-ratings on the’
s, - appllcant screening form. Select those who indicate that they are

vt able to perform the KSAO/Skllls rated at or above .the cutfing scores .

. (e.g., those who have all the necessary skills which carnot be )
1earned on the job). - .

o 10. -Administer any necessary test$ to determine the validity of skill
A - self—report or Have the applicant demonstrate eclected job skills.

.

11.  Hire the individuals who meet the hiring criteria.
.‘S'. . ., ‘\ .., -— , . .

¢ . -12. Monitor their job performance to determlne,che va11d1ty of the
" dcreening process.

- .

~
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. ] CHAPTER 5 / e
) T, ' RECOMMENDATIONS TO EMPLOYERS ON THE VALIDITl .
3 OF GIVING EMPLOYMENT CREDIT FOR VOLUNTEER EXPERIENCE -
- N '-— r'a 4 1 ) i~
, &> w by Carol Truesdell
— . . . - .
£ . Z

N . !

1. Remember that by recogn321ng the marketablllty of volunteer work, you
- ~are encouraging and supporting cjtizen participation which improves the
~— . = quality of life:in your community,

. .

° . 2. Don't overlook the s1gn1f1cant learnlng artd competence that can come from
carefully designed volunteer experlences.

+

3. Try to dlstlngulsh the volunteers who have focused their time and effort

R in a few significant areas in order to achieve results from those whose
N o service, is shallow and fragmented .
4, TLearn to think‘fuﬁctionélly, instead of by title or‘position. Determine
R HOW a person did a job gs well as WHAT he/she did. . ) //A
ro 5. Ask the same questions you would ask of a person with a paid work history:
. 3 How many hours per week did you work? Ll : _
' L What were your responsibilities? E
. ’ * What skills and knowledgetdid you, use'7 ) .

How were you supervised?
‘. " What training did-you have?
) What did you atcomplish? . .
How were you evaluated? . - t

e

.’"-
[ f
67"Recognlze that some of these questlons may be difficult 'for volunteers to
answer since most volunteer organizations are just beginning to recognize

‘ . + the need ‘for documentation of volunteer experience and the need for

performance appraisals against objective standards. - ..

- 7. Recognize that volunteers are generélly self-gtarters and usually highly : -
) *motivated, dependable, and people-oriented-—-all important work charac- ’
‘' '+ teristics. \ . C

- -

-

. - 8. Consider that it is usually more cost-effective.to train a genera ist in

. technical areas<than it is to teach a technlcal expert how to relate to q

. people. . 3

, 9. Remember that volunteers know the community well, have many contaets and a Lo
" highly developed sense of public relations.




o <

10. Realize that re-entry women, trading on their volunteer skills, present
your company with an additional untapped pool of management talent and an
opportunity to achieve your EEOC objectives.

\ -~ o

¢

"Réprinted from the Leaguer, February 1979, with the permission of the author."




S

: ‘ REFERENCES :

=

American Council on Edlication. The National Guide to Credit Recommendations
for Noncollegiate Courses. Washington, D.C.: American Council en Educa-
o i tion, 1979-

Arvey, .R. D., & Begalla, M. E. Analyzing the homemaking job using the PAQ.

Journal of Applied Psychology, 1975, 60(4), 513-517. . "
‘Council for the Advancement of Experiential Learning. Opportunities for Prior
Learning Credit. Columbia, MD: CAEL, 1979. ¢ .
! Dictiohary of Occupational Titles,'Fourﬁh Edition. Washington, D.C.: U.S. -
. Department of Labor, 1977.

Ekstrom, R. B., Beier, J. J., David, E. L., & Gruenberg, C. B. The career
dnd educational counseling implications of women's life experience learning. -
Personnel and Guidance Journal, .in press. ~

Ekstrom, R. B., Harris, A. M., & Lockheed, M. E. How to qu College Credit

f6r What You Have Learned as a Homemaker and Volunteer. Princeton, NJ:
Educational Testing ‘Servite, 1977. oy

e Hybels,.J. Volunteer Jobs to Paid Work: A Study in the Transition. Wellesley,
MA: Wellesley College Center for Resgarch on Women, 1979. .

%iékse, R. S. Home Management-gand Human Service Competencies.

Syracuse, NY:
Regional Learning Service of Central New York, 1975. )

. Occupational Outlook Handbook, 1980-81 Edition, Washington, D.C.: U.S. Depart- *
.. . ‘ment of Labor,;12§ﬂh

L) . . or " m
Primoff, E."S. How to Preparé and Conduct Job Element Examinations.
Washington, D.C.: U.S. Civil Service Commission, 1975. . . ,
4 U.S. Civil Service Commission. Givin credit 'where crédit is due. EEO for
E i State and Local Governments, No. 16, April 1974. - . PR -

Whiée, D. M., & Francis, R. L. Title VII and the masters of feality: Elimi-
nating credentialidm in the American labor market. Georgetown Law Review,

[

1976, 64(6), 1213-1244. S
b L e, ‘ %

.

Tt
<
qb)
O
.
>

- 4
-

o - v
s - . : 4 . : gk
- <Py

«;
3




e

S -

A- 1.

O™

2.
- The

5 < °
<
0 . '
o
-
APPENDICES

HAVE Skills Assessment Survey
'HAVE Skills Assessment Survey Key
HAVE Skills Chart

-~ "I can" Lists

o

5y, .

now

N X L

-y




APPENDIX A

g ) ' 1. HAVE SKILLS ASSESSMENT SURVEY

2. HAVE SKILLS ASSESSMENT SURVEY KEY

< ~ . 3
. . .

"The HAVE Skills Assessment Survey ‘includes 132 items, selected or adapted
from the "I Can" lists. These ‘items were rated, by a sample of 122 adault
women, a§ activities which they perform frequently These same items were
rated by 56 personnel spetialists as belng used in a vdriety of occupations.

' Thus, each item represents a skill that is commonly done by adult women and
' which is transferable to a number of ocqupations. )

- ~ L]

The HAVE Skills Assessment Survey Key provides,\for each item‘ the names
of the occupational groups mentioned by 10% or more of the peisonnel spec1a1-

ists as requlrlng the 1nd1cated skill, )
- .
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. HAVE SKILLS ASSESSMENT SURVEY

.

Name : Lo . . .
. ’ - ° N

Instructions: On the list below, rate your homemaking, community service, and
volunteer work skills using the following scale:

I can do this yery well; I énjoy doing tﬁis} others praise me

3=
or compliment me.on my ability to do this.
. P . a
2 = I can do this fairly well; I gan do this without any serious
problems most of the time, 1 ' -
1 =1 can do this but I do not do.it well or I dislike doing this.

o
]

I cannot do this; I never have done this. >

P
Ky

1. ‘Plan and coordinate activities.

~
-

2. Devéelop long-range goals that foster organlzatlonal contlnulty
and growth. - . ..
\ .
- 3. quelop specific plans to meet longrrange goals.

y ® ,
4. Evaluate my owﬂ;ﬁr’othefg-effgctiveness in meeting goals and’ -
objectives. N

»
.

. <
5. Identlfy the resources, 1nc1ud1ng personnel, money, maQerlals,
time, needed to accompllsh an obJectlve. : ,

. 7. Work cteatlvély within the structure and settlng of an organi-

’ ‘zation. . ‘ o RN
8. Coordinate‘simultaggous projects.. - . .
v - . ﬁ\ ~"
9. Determ1ne the need for and develop alternative plans.

.

10. Organlze -a prOJect e 1ts component parts\and determine the
- e sequence in which t ese activities need to be performed.

- . _ .
- -11. Establish work flow and work loading procedures. :
‘ . . . e

12, Develop”and work within an agenda. .

4



‘ ' el b : .
F— .

o

13. Delegate responsibility and establish accountability procedures

- ‘ to determine if these responsibilities have been met. , e
. 2 ] . “ - P -
. 14, Establish and/or maintain procedures to monitor work. quality and
.quantity.

.
. .

15. Solicit and make positive use of negative and positive feedback.

. »
4 N 16. Use techniques that will elicit new ideas. - igh‘sﬂ coe
' . . 17. Help workers see the relevance of their experience to their long-
range career and/or personal ‘goals. ) . .
7 .

i3

. . . & .
18. Give ?riority to those needs and problems whichg¥re most impor-
’ . tant. ,

N . * . . N
19. Select problem areas relevant to organizational needs.

3

‘ . . . " . ‘
"20. _Develop practical plans to identify needs and the time, costs and
. . personnel requirements to meet these needs. )

\ . . . o : . N Lo
s ‘ 21, Explain the relationship between a particular job and organiza-
tional goals. - , { '

» -

¢ -

. R

22.. Secure resources, both human a ﬁhysicai (haterials and/or

. _ money) .- - N .
\t: - - - . .
i 23. Select or recruit individuals §r a variety of jobs. .
- ' ; ! ‘ e
. K4 ©  24.. Provide. orientation for individuals new to the organizatiom. *
— o .. ( . '
25. TUnderstand individualsf neéﬁs and motives in workig@tuatioqs. ® .
. © 26. Abide by organﬁzat%pnél standards. v ]
_—— - ' . » EY €
( . - - ' P . \i}' .: R - .. (
- L. +27. - Provide positive reinforcgment to é§-»hworkers involved and
- . o N .
N productive. . - %§§ . . A
v - : AN Y . .o ’
‘ - LR .
’ i 28, Perforh a variety of clerical tasks, sgg_ 8. typing and filing. |
. e —~ BN v,
29. Cafry out oral or written instructions oflgpmedcomplexity. ‘
. i \ - - . AR ' s
. s} . . - .
- 30.. Follow orders and accept supervision, R - o .
- ’ - e - SRR
2 « e . . . X 3 .
. § . 31, Learn and ‘apply the roles of an organizati Q(\~\9Q“ . . E:
- . 32. Usge office equipment, such as typewriters, ph{g:ﬁéﬂ N%:chlnes;, ‘
. ' ' » and calculators. . \§§Nf§$§i . e 1
\ o' . ~e 3 \“\.\;\\\ .
- . e . SRR . :
: i 33. Develop and/or waintain current files. §§$¥y§§& ' :
N Sr—p——— w R . X 2 ,1
A , RS P

P . . - ° , . .
. o . 2




O vraeser

34,

35,
&

36.

37.°

.38,

39.

~40.,

41,

43,

45,

46,

47.

48.

ST, i .
Keep records and- prepare reparts. N . M

. . ” . ¢ ~
Obtain and‘verify routine factual® information..

. “ e !

Establish effective cg#mUnications throughout g; organiiatién.‘ \ ,
Articulate- the phllosophy(oé an.organlzatlon. " s ﬁ~>
- g, . .d -
Sérve as‘the spokespgrson for an orgahlzation. .- - )
aInterpret, to the publi¢ and to people in need of ass;stance, aﬁ .

organlzatlon and its serv1ces. * .

Identify!target ‘audiences.

Determlne the communication technlque(s) most approprlate for an

audlence.

El
.

4

v

©

&

bh!

Identify representatives of other organizations and/or of local,
state and Federal govermment to recelve 1nformat10n about an .

organization. N - : 7 . '
Establish an_interchange with the representatives of various

mterest groups. ‘ Py . e

Public1ze and promote organizational matetials. * L, \ -

~ ' L4

Speak in public to\]large audiences. -
> . - *

; . & >
. - ¢ . . . . . . 4
Ided§1fy potential allies and select techniques to enlist™heir e
support., ] Co N . N 2

Présent'arguments.and evidence to support a position.

.
&

Use communications Bkills to persuade others. - ; .

Organize and conduct meetings. e * '
1 ! . . . - . L} »

Identify those people in community agencies, organizations, and
services who can eliminate 'red tape." - .
. 1

\ .

Keep others informed about progress, in writing or vetbally. © 1

-~
7

Plan’ and carry. out a program of«pub11c1ty for a product L.
S'erVICE. . . ’ 4 FY .. : .
. ; , :

.

Translate information and facts to a level of understanding .
apPrOpriate to the background and experiences of an audience. \

-~

e - s . r -
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,'.,,‘ 4 N e, v R "
A 4 ? N . ’ -
™ N - N L]
0N o : L
Lo T e ' : C , .
i T §4\ Create communlcatlons or pub11c relatlons programs that exp1a1n.
) : ~th ‘goals of-\an organization. |
' ’ i . . . .
— 55. Choose approprlateﬂﬁhd}ov;sual Materials. 3
f N . . . > ln' N re ‘
/ 56.+ Make an effective orér presertation to a_group. .
N . . 3 .o . » : s -7
, 57. Design posters, leaflets, brochures or othér publlcatlons. ) o
~ - . . - / t (_‘~ . . B
v 58. Establish rapport with 1nd1v1dua1s of dlyerse backgrounds. l
. . 59. Establish rapport with a persoh seeking advice.
- . 5 “ ¢ '. )
. 60. Show compassion for those with problems. ' J
. Q -. : ’ - ‘>h
: . 6l. serve as,a "sounding board" for those with problems'
— . X ‘ A :
v - - N ) 3
62. Proyide moral supports S .
. ‘. )

' 63. Identify 1nd1v1duar's -ptoblems and difficulties by a varlety
: of methods. . = * . > , N

o
‘ v

64, Recognlze the nonverbal cues and 'behaviorsg which indicate ten- ,

. sions or’ problems. © , -
- ‘ » o e L4 c - . o
+ . . -« ~ ' -

R '65.. Jse .questioning sk%}lsi . . K
a :____: 66. De&on;trate.Listening}skills. ( ’ b : '
g . s 67. ‘Encourage the de;elopqent of "oonqon sense." . * . ) ?’.
g "__;__L 68. ﬁse.techniques‘which nefp.peoole-éalk sﬁonteneousl}. ‘ . ' )
‘ '______ ' 69. Deter;ine‘the nrgency'or a oroblem and handlesit appropriately. ’ :
"’ . S -‘- . N . N .‘ A 7 -
v <« . 70, dse epproiriate‘techngques to solve fnterpersonal problems. - o
‘ - 711' Useotechniques that pte&eno or lingt conflict.betﬁeen indivrouals:~ /’:
3 ‘ ~.____;_ 72." Provide advzce-and infornar‘counseling}when approp;iate:*:* -
’ 2 . e
— 73. Conduct negot1at1ons with an awareness of tne necesspty ‘of com=- | -
. ) Ipromlse.‘ . \ . : . l,.' 0‘ - ]
T 14, Recognize and deal with:medical emergencies. e
} . - 75. :' i k and behavg ratldhally when deallng w1gp an emergency

. 76 (Estab Rsh prlorltles in dealinhg with”problems or emergen:;§§ o
W ..‘
b ' * . . :
. . ’ P .
- ‘ - 38 . % Ld

-
- te *




>

————

b

A

s

B

77.

78.-

79.
80.
81.

82.

Develop support systems to deal with emergencies.

<
*Budget existing funds. . e

~

Understand and interpret a budget.
. ) g ,

» ) L o/. »
. Present the rationale and Justlflcatlongkor-a budget.

(

.Establish procedures to monitor income and expenditures.

- 5

'Determine the cost—effectiveness of digferent possible actioms.
q -

@

.‘ ) .\ <o ~ 3 » 3
.=~ Establish procedures (incemtives, etc.) which encourage fiscal

responsibility. v

, , ) .
Monitor income ardd expenses so as to' exercise fiscal control’
and, when necessary, adjust existing budgets.
Establish,and maintain financial records and procedures which
will meet ‘external audit or accountability requirements. -

. . <

’ ‘l v »
Assess needs to determine-what financial support is required.

x
a

Survey and choose ‘among suppliers of products and services.

— .
Collect and record monies due.

s

Deal effectively with customers.
< ~ ) I
Describe the legal rlghts and responsibilities of one or tore’
of the fellowing: citizen, consumer, home owner, tenant, parent,
child, volunteer worker or board member, employer, employee.

° . v 1 -
Re§8 with understanding and interpret one or more of thé follow—
ing: leases, warranties, insurance policies, medical consent
and release forms, contracts and leg?I agreements.
Care for and ma1n¢a1n the equipment, and materidls used in a
home or organlzatlon.- . o

Observe proper safety prEcautlons in uding tools, equi ment:‘\j\\-—///
and machlnery«\ : f )

! 3

“ o

Use problem solviﬁé_and deqision-makingiskills. > .
<

Identify, avenues to change.

Sele¢t data that document tle need for change.
. - [} {

S e

. ; , : .
Identify are3s where chanpge is needed.

- L) -




98.

99,

100. pIdentlfy and compile information about one orjmore of the follow-
the groups affected by a problem; the sources of power

Dévelop plans for investigating a problem.

.

Compile a list of _special needs or problems within.a problem

area.

~ v
. .

ing:

Ll

~

which can facilitate or block change;’ and existing resources,
programs and other factors which 1mpact on a problem.

Y

s

40

101. Describe problem areas for the purpose of program development.
°102. Define and specify the basic issues in a problem area.
- N -
103. Explain the procesg'of change .- s
104.. Demonstrate understanding of the leglslatlve pro¢ess and how it
can be used to 1mp1ement change.
" }t aa«"‘j"""-‘ *
105. Identlfy the relevant const1tuenc1es concerned withea problem
(both' pro and con) and describe thelr,p081510n.
. o i
106, Identify'significant individuals and- groups (such as, community
leadegs, government officials, and leégislators) who jcan help to
1mp1ement change in a particular area. : ¥
107. Use contacts constructively. “
108. Use a library and other reference resources.
109. ®Gather, information by conducting.interviews, confirming facts
’ and identifying trends. - . \ v
. * — (
110, Identify or collect backg;oundgdata‘qr”information.
111. Obtain data. i
112, Process data, . ) )
113, Analyze and symmarize data.
114, Make inferences from data. . tos .
: : o \\ , ' .
115. Make conclusions and reqpmnendations from data.
116." Identify training needs. i .
° > E .
e - B ~
117. Train others -to do specific jobs or tasks, 5éi\
:118. Make a training plan. CT . . ‘ )
/

l



119.

120.

121.

N

;ﬁzz;/,Encourage #\d support & learnmer.

123.

2.

¢

125. -

126.

. ~
& ’\

Conduct a training session.

. -, ' . .
Help those beipg trained see the relevance-‘of this to their
long-range career goals or personal development.

Establish a good wofking;relationsh&zﬂzith a learner. : . *

Identify learner needs and difficulties. .

Plan a lesson or series of lessoms. > <

Pace instnggtion at a speed‘appropriaté{é;.the learner- .

Set and monitor instructional objectiveg(' -

.

Select instructional material and techniques appropriate’ to
learner backgraund and experience, .

) . ' ’
Admigﬁ$ter or direct a youth program.
}_,( N ) . ) . -
audiovisual materials in conjunction with, lectures. .

t

Use

Keep ﬁé?;fds of individual and group progress.

T - 1
S g
Manage effectively in high pressure situations.
! v .
Meet\afqountability demands of others.
\ \ ©
< . - ¥
.
* >
- = -
J
’ N - -
-~
. ' <
——_
I3 L
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O HAVE SKILLS ASSESSMENT SURVEY KEY .
. " ’ ) v . ’- - « . -
° .
[ Lo ’ ’ R | ) . -
a i » l" . o & t *
- ) Occupational’ groups most frequently mentioned as requirifig each skill:
~ . ’ ’ . » - ) ' f
* 1. Mana%rs; administrators ) . —
N lal - * . - -
7 2 Managérs; administrators’ ° N
. N ' .
. /3. " Managers; administrators | : ) :
T N [ 4 . . ' .. . 7 - .
4. Managers; administrators
A
@ . - o -
5.- “Managers; administrators ‘ - . ’
';up: ) 4 M - ' P N B g T
»  ™w,6, Managers; administrators . '
ey N ‘ . .
, 7. Managers; administrators . .
. 8. Managers; administrators' .
der : * . ¢ i
L e . .' . . ¢
=ﬁ" 9. Managers; administrators \ ¢ Pt .
. Q ' -
10. Managers; administrators 't
. 5 . -y . - o 4 .
11. ° Managers, industrial' engix}eers; administrators i '
- . . o7 , . . . .
+12, Managers; administrators T .
: » A 3 -
13 ."*Managers; administrators x . .
M . ' . -r"; N « . . M .
. 5 : . o % ) - ~ :
<o 14. Managers,; adiinistrators : . .
. At . . o
3 I 15 ’\Managers, administrators A . .
\“‘,M@,‘ % W . .
16 Managers; administrators o - . :
! . . " ¢ -
o * 17. Mapagers ; personnel workers; administrators : . :
b bt .. * .
i RS i : o ; . /s
= - % 18 .Managers; personmelw.workers; administrators
3 - . v - - - . . e - -
P I S L ‘- . r -
Y ;  -19. Managers; personnel workers; administrators: . )
% . : A . P ‘. . . ’ ~ ' A
20, Managers;.personnel workers; admig;istrétors ’ ' :
. 24 nagers;. personnel workers; administrators .
. v N A ‘
} -
22 grsonnel workers, managers .
o s a%a ' e
4 . b
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23. Personnel workers; managers

; 24, Personnél workers; manggers -
&
7 . o . .
25. Managers; personnel workers

’ .

‘ \4
~26. Managers; personnel workers

‘27 . Managers; “personnel workers ;

s N 1
28. Secretaries; clerical occupations;.file clerks .
- 4 . .
29. Secretaries; clerical eccupations
> 3 . 3 ¢ . ¢
30. Clerical occupations; secretdries ,
. 2 ~ 4
31. Secretaries; clerical occupations J ’
. v ) . [
32. Secretaries; clerical occupations .
33. Secretaries; clerical occupations; file clerks . “
. ' .
° . . . ' LN
34, Secretaries; clerical occupations; managers - .,
35. Secretaries; clerical occupations . ’ . '
- v . Y *
- - 36. Managers; public relations workers; personnel workers
« .
. . 37. Managers; public relations workers; personnel workers
. | ) ' .
. - 38. Public relations /workers; managers .
39. Public relations workers; managers
‘. . . . ' . , . I
40. Public relations workers; advertiging wqrkers; managers N
‘ . \ ) 2
L 41. Public relations workers; advertising workers; managers; personanel .
» .2 workers . <!
o & .
’ . . UR DA . ? .
42. Public relations york#?s; managers . . _
L 43.  Public relations workers; maragers L o > :
\ + . 0 [ - - {L
o 44, Publi lations workers; advertising workers; managerse,.personnel .
workers !f . . p
- 45. Public relations workers; managers , * ‘ P -, . 4
! . . ) o . ) . ‘
46. Public relations workers; managers ) °
. . : e .
¢ . ' . T

»
17 .
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Managers; lawyers

Managers; public relations’ workers

Managers; administrators

\
.

Managers; public relations workers

®

j .

[N
52. -Public refg}ions workers; advertising workers; managers

51. Managers; administrators

53. Public relations workers; managers; personnel workers

&

54. Public relations workers; managers; personnel workers

55. Public relations workers; personnel workers; advertising workers
-

- . »

« '

56. Public relations workers; managers

57. Public relations workers; advertising workers; managers
- ’

58. Personnel workers; managers

59. Personnel workers; managers

.

Personnel workers; psychologists; managers

Personnel workers; psychologists; managers

Managers; psychologists; personnel workers

.
°© -

Personnel workers; managers; psychologists; social workers

1 o

Personnel wordgrs; managers; psychologists; social workers

- ) ] ‘—)%’_»
Personnel workers; psychologists; managers ‘
! e Y

»

Personnel workers; managers; psychologzécs

67. Managers; personhel workers; psychologists

68. *Personnel workers} psychologists; social workers

- N :

69. Managers; psychologists; administrators; personnel workers
hd > ‘\ ) ’

70. Psychologists; managers; personnel workers ‘

& .
71. Managers; psychologists; persopnel workers

47
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3o

" 77. Managers; police officers; administrators -

72. fManagefs;'personnel workers; psychologists

~

. Ll .
"73.  Administratots; managers; personnel workers

workers (D.0:T. 079) .

75. Megical workers (D.O.T. 079); managers; police officers; administrators

.
. s

76. Managers; adminigtratdrs; police officers

bl

-

- o

78. Managers, budget analysts, accountants and auditors

-

79. Managers, budget analy ts; accountants and auditors

80. Managers; accountants- and auditors; budget analysts

~ - <

8l. Accountants and auditdrs; managefs; budget analysts

© 82. Managers; budget analysts; accountants and auditors

83. Managers; accountants‘and auditors; budget -analysts

- t
84, Accountants and auditors; budget analysts; managers
. "y
85. Accountants and auditors; managers; budget analysts;

“ . -

86. Budget analystsj managers; accountants'and auditors

87. Purchasing agents

]
-

- o ¢

14, Medlcal technologlsts (p.0.T. 078); adm1n1strators, phy51c1ans, medical

M °

“rtay

¢ .

“

booﬁkeepers

e

88. Aclountants and auditors; cashiers and tellers; computlng and accountlng'

workers (D.0.T. 219); budget analysts

-

0 Pl

89. Sales clerks; advertising workers; sales occupations (D.0.T. 250-279) : -

90. Lawyere; paralegal aides; personnel administrators
91. Lawyers; pafalegal aides

92. Maintenance supervisoxs . T

£
* 93. Maintenance supervisors . AN

. ‘ s . . A
94, Managers; administrators

95< Managers; adminigtrators

e o -
o

48
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. .
96. TManagers; administrators
L] * ) ~ )

97. Managers; administrators‘ -

. .

L3

98. Managers; radministrators

99. Managers; administratori

4 .

~

100. Managers; social scientists

101. Managers; social scientists; adminis#rators

102. Managers S ’

103. Managers; socidl scientists ..
. ‘

104 . Managers

105. Managers

106. Managers;'legal ohéupaéiohs;(D.O:T. 110-119) -

107. M agels; administrators
108. Libradyians; soci?ixscientists

109. Social scientists Lo

»

110. Social scientists 4

111. Social scientists; life scientists
11

112. Social scientists

L] .

113. Social scientists; managers

114. Social scientists; managers
3 s .

115. Social scientists; managers N

116. Personnel workefﬁ{ teachers .

-~

117.- Personnel workers; managers; teachers

< ¢
118. Personnel workets; managers;-teachers
& ‘.

119. Personhe}wwor ers; teachers

.

’

L]
120. “Pérsonnel onEE?ﬁi,manggers
S .

-

49
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. < - 121,

123,

124,

e

" 125.
126.

L e
i 127.
: 128,

129.

131.

132.

122,

130\ Managers;

g

Vet

a4 -

Personnel workers;
Personnel worgers;
Personnel workers;
Personnel workﬁrg;
Personﬁel worﬁqr§;
Personnel worRers;
Persénnel workers;

Personnel workers;

Personnel workers;

Mahagers; administrators; personnel workers

Managers; personnel workers

e

54

manage;s; teachers
teachers

teachers

teache¥s

teachers

teachers

teache;s

social workers; teachers

f\‘ .
teachers

. —/ ~
personnel workers; administrators
4

~
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Y ' THE HAVE SKILLS CHART

“
.

Directions: Locate a Dictionary 6f Occupational Titles (D.0.T.) Occupational
Group in the left-hamd column. The right~hand column will give the name(s) Of
related women's skill ("I Can")  list(s). ) '
{. .
. ) . J

N

.

D.0.T. Occupational Group . Related Women's Skill ("I Can") List(s)

.

PROFESSIONAL, TECHNICAL, AND
‘MANAGERIAL OCCUPATIONS =

>

00_/01_ Occupations idin-architecture Problem Analyst
engineering, and sufveying -
= .
001 Architects . . ’ ¢ Artist; Home Planner
-’ ‘ " ~ ) 1.
012 Industrial engineering occupa— \Administrator; Problem Analyst
tioans °
ﬂ »
017 ¢« Drafters, n.eic. , Artist; Home Planmer’

° -

02 _ Ocdhpatipns in mathematiés and Problem Analyst
‘ physical sciegces
‘, 4 '
04;_\0ccupations in life scjences Probléa\ﬁnakyst
- h . . .
040 .- D¢cupations in agricyltural Animal Care; Horticulturist; ‘Problem.
°'  science Analyst ' ) ]

-

3

045 "Océupations in psycholdgy "~ Gounselor; Prablem Analyst‘ @ (::;’// .

- . .
v

049 Occupations’ in life sciences, Animal Care; Horticulturist; Problem
* n.e.c. ’ : d Analyst -
. - 05 Occupégi:ii/jn social sciences Problem Analyst

.

S

07_ Occupatiodé in medicine and Health Care
health - -

. " ‘
& .

Q;b Veterinarians . Animal Care

I s, - + -

075 Regiétered nurses - ' Health Care '

' . . {

076 Therapists - ' . Artist; Health Care; Recreation; Teacher

077 " Dietitians . ‘ Cook

ﬂm




BESUEEN

i
% .
<

-

- v
‘ - -
M Al
- ’ *
. . '
e 9o - - . LY
o ® ‘ ‘
078 Occupations in medidal and den-

’ tal'technology
&~

Occupations in medicine and

health, n.e,c. -7

09 _ _Occupations in education
092 Occupations in preschool, .
 kindergarten, ‘and primary
~ school education -
. 094 Occupations in educatjon of the
- handicapped ‘

096 Home economists and farm ad-

) 1S0TS
\‘

- s .

10_  Occupations in museum, library
* and archival sciences
] 11 Occupations in law and juris-
prudence .
12 Occupatioms in religion'and
<. theology -
131 wWriters

it

132 Editors .k
. g -

14 Occupations in Art
. 142 Environmental and .product
= designers .

150 Occupations in dramatics
-

L'//151 Occupations in dance
152 écu_pations in music

s

-~

153 Occupfmions.in athletics *and ¢
sports '

. * > ‘.
« 159 Occupations in eptertainment
and recreation, n.e.c. °

‘ -
ai ” .
.

.

- .
-~ - , "
w , .
Health Care; Problem Analyst - . ~
A ’ ’ .
]
" Health Care ¢
. .
. v .
Teacher * - : ' ' :

Child Care; Teacher a
o . ' - A

4 -

\

Health Care; Teacher

\ : .
Animal Care; Child Care; Clothing and’

el
‘Textiles; Consumer Economics; Cook; ‘Home

. . <. 1
Planner; Horticulturist; Teacher

Library Assistant; Museum Assistant;
Problem Analyst

Advocate; Civil/Legal Rights;- Problem
Analyst

Counselor °

,‘ A

’ t
Public Relations
Public -Relations

Artist

Artist; Clothing and Textile; Home
Planner; Horticulturist

« Performing Arts

\\\Eiffggping Arts d

Performing Arts

Recreation - i
’ P
v - ' Y/
Performing Arts . .
54 ‘ . ' . i
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0“‘
-

'y . N ™
’ - . ._ ’
. ¢ EY / . \
’ o« A >
- l. -~y . - 3 2 ¢
. ¢ ° -
~ ‘ . -.
o 16 Occupatlons in administrative Admini#trator
S Bpecializations - . K \
y v .. . . \ . -
160 Accountants and auditors *  Financial Manager . -
. : - 1 )
“ 161 Budget: ﬁnd management systems, Administrator; Financial Manager; Problem 3 »
analys:.s occupat:%gns e *  Analyst [N .
- ©
. 5. . .
. 162 Purchasing management occupa- Consumer Eeonomics; Financi&dPManager
tions _ . U .
. ? Y S
163 Sales and distribution manage- Administrator; Public tions; Sales
. ment occupations - . Y .
. ) .
164 Advert:.s:.ng management occu~ Administrator; Public Relations
pations L. ’
- ) . ) y
165 Public relations/management . Administrator; Advocat:e, Fund Raiser;
' ' - Public Relatlons L
- : ° 1 : B . y
- 166 Personrel adm:.m.st:ratlon ) Counselor; Human-Resources; Teacher s :
occupations - S L i
i = ] e ¢ S 'S < i ) - ® .
i 168 inspgg?:or's and Air‘l‘;estpigators " Crmw.l/Legal Rights,; Consumet Economlcs,
B ’ S Problem Analyst . . . >
. o { . F @ 0 . — 3 < .
. 18 ﬂanagers~and@ff’“ici.als, n.e.c. Administrator <
- - . o 7 c o " ad
. . ? . v
’, ' . Voo N - . ; . .
. 180 Agricultural managetrs & Admmlstrat:orc; Animal Care'; Horticulturist
. - .o : - ‘ '
184 Transportation and communf éa~° _ Admﬂhstrator, Pu.bhc Relatlons, Trans-
. , tions managers - .~ , < . portatiop - > .
- . s,
: *185 Whol_e‘sale; and retail trade man- ~ Administrator; Sales .
. agers ’ TR : ' ’
v . y s ‘ ! . r
; . 186 .Finanée and ‘real estate man— Admmlstrat:or, Financial Manager, Home .
.t . ' agers ) : ¢ Planmmer ;- : )
‘. m . ‘ w’ . X v Ll ) . -
1#7 Service industry manafers Administrator; Group Leader; 'kecréatibn
g hd + ! - -
.. 195 Occupations in social and C1v11/Lega1 Rights; Commum.t:y Resources;
welfare wark Ceunselor; Recreation
L3 R »” -
] ) N
CLERICAL AND SALES 2 . .
o ' SR, - . . =
205 ,Interviewing clerks Community Resources$; Counselor
- l’ N
eyt 206 ~File clerks A ‘ .Library Assistant
“ -.‘ - . ) . - ~
T~ . ey .
H i -~ PR 55 : o [




e

. ‘ . . .
> 21 _Computing and account record-

ing occupations

221 ‘Production clerks
r c .
237 Information and reception
'clerks = o
241 Investigators and adihsters

» . \

248 Transportation-service clerks
'

€. 25_ Sales occupations, services\
26 Sales occupatioms, consumables
v 261, sales occupaiions,\textile
S products s
! N c . J
\—27_ Sales occupations,. commodi-.
tiks, n.e.c. e "
270 sales océupations, home furni-
\ ture, furnishings, and appli-
ances . ! 4 \
. 272° Séles'occupations, farm and
o ] _garden supplies

- o
v

273 Sales occupatlohs, transporta—
. t1on equipment - .

277 ° Sales occupat1ons, sport1ng and
hobby goods ~

298 Merchandise/displayer

f,—Consumer'Economics; Financial Manager

_ .29 Miscellangous sales occuaations‘
\ )
292 Route saleg and delivery occu-
pations . L |

293. Solicitors
. ' ‘

296 . Shoppers

s .7 4~ 297 Ssales p;omotien occupations

Vo
Financial Manager

-

Administrator; Home Planner

Community Resources , ' . ‘
¢ . /

~

[

Tfanspo:pation .
. ' w .
Sales . .
' -y
"‘Sales S
4

ClOth1ng and Text11es, Consumer Econom1cs,

7

Sales ., . ‘

Saies

. ’ ' T -
Consumer Economics; Home Planner; Sales

K
— .
Y

Pl t
Horticulturist; Sales .
\ ) T

Sales; T%gnsportat1on /

o . .

- 6' [
Artist; Recreat1on, Sales 1

Sales
Sales; Transportation - .
$. . : N

Fund Raiser

“

Consdmer Economics-. -t

-

”Sales; Teacher

e
-

* ,| 1 \,
Artist; Sales
. ) 4

. - . .




o

; ? - ‘ ,#ﬁs K ’
: a ° N
* . ‘- R
e - a
- ‘ L S
('  SERVICE : . : . o
310 Foq&,service hostesses and Adminiéf%ator; Cook % ! ‘
stewardesses . . - < - ' N )
: ks . . i
' . 313, Chefs and cooks, hotel and’ Cook .. - X
é\\)-restaurant . - .
< . , / - -
- 315 Miscellaneous cooks Cook v . :'-
) ™~31lf_ Meat cutters . C e ' Cook . .
. @ . l' ~ \9
317 Mlscellaneous food and bev— Cook . . Y °
< - - erage preparation occupatlons \ . .
’ 9 * - . .
.. 352 Hostesses and stewardesses, Group Leadegé Recreation : .
n.e.cs i ) - .
> ’ N . .
' 353 Guides -7 : Museuf>§ssistant;vRecreatioq? Teacher
a . * ‘ b
. 354 Practical nurses Health Care ) .
. i o ) v
355 Hospital and health service Health Car .
attendants ‘
- \ / v
3@_ Apparel and furnishings service Clothing and Textlles o k
occupations o o ) . . .
‘ .. 375 Police officers and détectives, Civil/Legal.Kighgff Problem Anélygtd
. public Serv1ce , . ° .
- ’ : . 1!&- e ‘
+ v 376 Police officers and detectives, v11/Lega1 Rights; Consumar Econom;cs,
! ©  except public services Problem Analyst ,
383 Bu11d1ng pest control occupa— Home Maintenance i S 7
tions . . ‘ e L .
‘' : -; -~ - - . - 4 ’ ' ' ) .
AGRICULTURE - ' ) L. \
AQA‘,Elant,farming occupations ?  Horticulture . , ‘ ;
f ' 41 Anlmal farmlng occupatlons o Animal Care * N - f.’ :
. . e
. , ‘> 451 Tfee fqrmlng . | Hortlcgltqre o , a2 .
v \ v, ¢ \ &
PROCESSvING‘ . . : e, N
v * N . - .}E
: -~ § . 3 :
i 520 Pood mixing occupations Cook . - %
3. - ' * i ‘v ‘ A, 09 g; “
A . ] ' . T T ‘
: 57. L ‘ )
?}%v-\) [y .e ' ‘
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1

SZA Food 1c1dg and decgratlng
occupations ,

526 Cooking ‘and baking occupa-

tions, n.e.c.

/Occupations processing stoner,

clay and glass . .

57_

Occupatlons process1ng tex-
tiles .

. 2
MACHINE TRADES

- e

61_

[, * L
. 620 Motorized vehiclexnechanics

and rgpairers
6&0 Cabinetmakers
68  Textile occupétions
BENCHWORK

700 Jewelry making s

N

= .
704 E%gravers and etchers

.

712 Fabrlcatlon _and repalr of
medical and dental items

713 FabrLcatlon gnd} repair of
ophthalmic goods

723 Assembly and repair of
electrical appliances

731, Fabrication and repair of

toys ‘and games «
?35 Fabrication and repair of

jewelry, n.e.c.

74 Painting and deqer;ting. '

76 Fabrication aﬁd.fepair'of‘,

wood products . - .

.

LI . .
Metal work occupations, n.e.c.
<

.

-,

Clothing andeTextiles

.

*Artist

-

\
Transportation

Home Maintenance.

Clothing and Textiles

Artist
Artist

Artist

3

Artist “

[
i

.
“ .

o 1
Home Maintenance

. Home Maintenance

Artist

.~

Artist,.Home Planner

_.  Honfe Maintenance

~ .
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. . : H 5 . 22
Fabrication and repfir of " Artist .
stone, clay and glass products . o :

& -
12
Fabrication endﬁfepair of . Clothing and Textile
textild products . - i
. ”~ R o v ¢ &
- S
STRUCTURAL WORK e T .
.o . R ' ’

Assembly,  installation and Home Maintenance
repair of household appliances ”

v cn ' ’ \ s ~
Paintigg, plastering and-re- ., Home Maintenance
lated occupations ‘ o . )
_Construction occupations, ~  -Home Maintenpance
n.e.c. : . , T .
MISCELLANEQUS * ’ .
Passenger transportation occu-  Transportation.
pations, nlé.c. ) .

. - " . ... . . . ~

Automobile Service Atteqdants Transportation . .
Motion picture projectionists Library Assistant; Museum Assistant

Occupations in matiom picture Performing -Arts.
and television, n.e.c.

* >

Art_work occlipations " . ‘Artist - -
.. ¢ ‘. . A o, L :
Photoengraving gccupations Artist -
‘o £ : : N - ) «
" Lithographers Artist .
] , - . . »
.Dark room:.occupatiops - - Artist .
977 Bookbinders b T Library Assistant
) . . »

~
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ADMINISTRATOR/MANAGER
¢ * The admlnlstrator/manager is concerned “with the development and/or
implement of program(s) involving paid and/or volunteer staff. This it
~ . involves the Gtilization of people, material, money and time. There are two
' _types of administrator/managers: those conCerned with the total functioning
of an organization, and those concerned with the functioning of a particular
project within the program. ' .
‘ 14
Ld ' g o a4 o * _» -
In carrying out my responsibility as an administrator/manager, I can:
- Develop long-range goals and objectlves that foster organlzatlonal growth
4 and continuity. s ©
. - Develop’ specific goals and plans for a specific project. :
- Identlfy the method of evaluatlng effectlveness in meeting the goals and
objectives, . .
- Identlfy the resources in personnel, money, materials, time and authorlty
S needed to accomplish the established objectives. ’
e o
] - Establish priorities based on the impon&anq&\of each objective to goal
> . attainment and on the resources available.
‘ e
- Identlfy needs and opportunltles for volunteer service. “*
- ,Enlist the support of the govenning body and staff in fhe utilization
of volunteers. .
) - Interpret the organlzatlon and its systems for the delivery of serv1ces
- to the public and to people in need of assistance (see Public Relations/
.. ¥, Communications Worker). °
: - Work dreatively within the structure of relationships apd the setting of .
the oxganization, i.e., local agency to national office, etc.
- Be aware of the effects of changjing socioeconomic conditions, cultural .
. patterns, and knowledge about the helping prQ{essions and their effects -~
«, upon volunteer resources and services. -t o
A .
- Organize the program or project into its component parts and determine s
the sequence in which thesé activities need to be performed.
. o
- Develop and utilize flowcharts, PERT charts, and other v1sua1 materlals *E
"to describe the program's or prOJect s work flow . -
1 o’ \ A . ;
.z - Articulate the philosophy of the oiganizaﬁion. o,
k!
- Ugse problem solving and, decision maﬁ@ng skills. . )
. -
- Develop and work within an agenda. . C f
< - Identify channels to change (see Advocate/Change -Agent) . s = e e
Lo . 3 L . :
. A
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Determine the need for and develop alternative planggié meet emergercies.,

.

Delegate respon31b111ty and est&blLsh accountability methods to determine
if these responsibilities have been met. N

Describe and use techniques‘hhich\will elicit new ideas and proposals.

Solicit angd make constructive use of negative and positive feedback.

.

Manage effectively in high pregsure situations.

.

Use technlques for crisis management and descrlbe why dlfferent type
crises require different techniques.

Establish effective communications throughdut the organization.
Coordinate the execution of simultaneous projects:

- Establish mechanisms™ for coordination. ¢
- Determine when -coordination is needed.

Serve as a spokesperson for the organlzatlon (see Public Relations/
Communications Worker). °

-

-
>

Meet accountability demands of others by preparing reports which include:

.
v

- Evaluation of sucess in meetlng objectivess
- Records of fn@anc1a1 status. ¢
< Data on time and personnel utilization.

. . . . .. 2 .
Prepare written summaries of project and arganizational accomplishments
see”Public Relations/Communications Worker).

a

Develop séaffing plans (see Human Resources Specialist).
¥

2

Preﬁare and use a budget (see Financial.Manager). -
3 * ’
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‘which is designed to improve conditions, programs, or services. Advocates

.- Build good work%pg relatiéhships with those whe will be affected by

- M D K
" °
~
ADVOCATE /CHANGE AGENT : 7 -
“ Y . - / . i °

Advocacy is an actiwity on behalf of an individual, a group, or an issue

work in areas such as legal rights, housing, education, environment, and
social welfare and attempt toschange or improve existing conditions. J/

’

In carrying ou; my work as an advocate/change agent, I can: =~

?

- lIdentify #reas whére change is needed (see Probilem Analyst/Researcher)

for related skills).. . , ‘ ‘
- g ﬁ/” \
- Select methods and data which will document the need for change (see- '
" Problém Ana}zgt/Researcher‘for related skills). ; . . .
- Define and delifiit the basic issues in a problem area. —

Demonstrate knowlédge of the ba51c concepts relevant to an issue in
fields such as: s ' '

Legal rights (civil and criminal). ot
-_Housing and community planning.
Education. L 4 .
Environment. ! o : : v
Welfare and social services'

o
Describe “the public policy issues relevant to a problem. -
g i .

- Demonstrate knowledge of the processes of change using:
, /

-
L 4

-
-

- Theoretical model(s).
- Real-life examples. .

hN X . N .

- Describe methods wh1ch can be used to br1ng about chaﬁge 1nc1ud1ng

- Lobbylng.
- Political campaigns.
- Public relations.. ¢ v
-
- Identify the relevant const1tuenc1es concerned with a problem (both pro
and con) and describe thelr p081t10n in relation to the ‘problem.

<

~

- Identify significant individuals and groups ‘(such  as communlty leaders, .
government officials, and legislators) who can help to implement change
in a specific problem area, — . -

—tmartrsa

proposed changes.

- Identify potenfial allies and select techniques which will enlist ‘their '

support. 4 . S

- Identify opposition gggggibgn& select techniques which will best counter
their plans and arguments. - T / ’
i s

/
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Demonstrate understan€1ng of the leglslatlve process and how it can be

used to implement change. . -
w4 ; '

Demonstrate knowledge of the’laws and customs applylng to 1obby1ng
Use communication skills to persuade others (see Pub11c Relatlons/

Communications Worker for relate%’skllls y

\&dentrfy potential sources of financial upport (see Fund Raiser and N

Problem Analyst/Researcher for related skills). ‘
Obtain financial support for a cause or program (see Fand Rdiser and
Problem Analyst/Researcher for related skills). . ) ’ .

X3 ~ !

Build good worklng relationships with legislators and government officials
(local, state or federal).

Monitor the actions of legislative bodies, public institutions and agencies
that are relevant to the problem.

\

Draft model legislation; - ’ - l

Plan and organize coalition building,

Conduct negotiations with an awareness of the necessity of compromise.
‘., .

Present arguments and evidence to support.a posiﬁion (see Public Relations/°
Communicatjons*Worker and Problem Analyst/Researcher for related skills).

Keep others informed about progress using: .
e @

= Verbal communication.
- Written communication (see Public Relations/Communications Worker).

-

- - ®

" sTradin others to develop advocate/change agent skills (see Teacher/Trainer

“ .

for -related skills). ,

Develop. techriques to maintain changa.

’
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types of animals and can prov1de for their breedlng, ra1s1ng, tra1n1ng, and LR
+

.

ANIMAL ‘CARE, SPECIALIST

T,

e 13

“ An animal care specialist is knowledgeable about the needs of one or more ~ -

P

hqalt:h cdre. = ¥ s

-

ES F AR aras . - i v
>

‘As an. animal care specialist, I can: . -

Breed and raise pets:™ ' . Lo
#’te%’ + - » B
_ Dog ‘.4"" . PR . R .

L L . ST . s
- Catsj,‘,iﬁf‘é o - y . . . . R

' - Horses ﬂ? . : . ~ Y
- Birds. ‘
- Fish

g,

Groom a pet. . R :

- - . w [ ” . ) » e . L3 - -

Provide appropriate food, hous}hg ‘and sanltatlon for a pet and explain’ the
reasons_ for my choices.

* . .
- <
e

Explain the basic principles in breeding pets (crossbreedlng, 1nbreed1ng, . ~

‘etc.). | . '

Train a pet. - . .
- Obedience training. - e
- Training for pet shows

* - Trlcks ) i . L f ..

1)
T

Show a pet in a competition.

.

Judge a pet show.

Bﬁeak and train a horse for riding.‘ .

. ‘ )(

Describe common pet health problems and how they can be prevented.
i
Care for an ill. pet and describe'the reasons for my actioms.

.

Provide emergency first aid for an injured pet.

Assist a veterinarian in medical procedures for pets.

y . . .t
Describe the laws, regulations, and procedures involved:
selling pets. -

ising and,

- Pet control, - ‘ -
-~ Pet licensing.
- Pet registration.

[ T

R e w o
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Explain the dietary considerations necessary in maintaining a qiidlif%é
feeding station. )

Identify locally common wildlife.
N .

*

EEN

- Birds. ’
- Fish.

- Mamnfals.

- Reptiles.

- Insects.

<

L}
° :

- . ) . ’ ) .
Serve as a guide or resource person at a nature tenter (se;\ﬁuseum Assistant).

. N
Provide health care and maintenance for injured wildlife. . .

4

L . o .
Breed and raise farm animals.

- Chickens, turkeys ‘or other fowl.
- Cows., )
- Goats, ‘
- Horses. _ .
- Sheep.* . - \
a
..Explain the basic principles in breeding farm animals.

-

- Provide appropriate food, housing, and sanitation for .farm animals and
describe the reasons for my.choices. N
‘- ’ \ T N
. ° =—Describe how farm animals are judged and shown.
- Explain what is involved in raising hens to obtain ‘eg

Explain what is involved in naising Cows or goats to obtain milk.

£
* Explain what is involved “in raising sheep to obtain wool.

« -

Explain what is involved in raising farm animals to obtain meat.
"Describe the common health problems of farm animals and how they can be
prevented.

- -

.Care for an ill farm animal and. describe the reasons for my actions.

.

Assist a veterinarian in medical pgocedures for farm animals.~

Provide emergency first aid for injured farm ﬁpimals.

~— "\
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" ARTIST/CRAFTSPERSON , e ’

An art1st/craftsperson designs and creates paintings, sketches| sculpture,

‘photographs, lettering, layouts, jewelry, weav1ng, pottery, glassware, clothing

and textiles; or similar 1tems. . ) -t ‘ -~
Te o
As an agtist/craftsperson, I can: C : : ) . )
- " Apply the ptinciples of color and design. i, « N
- Use aesthet1c gu1del1nes (balance,-proport1on, etc.) in planning or eval- '

uating a des1gn or artistic/craft product.

- Use color, light, and space to create a specific kind of appearance or -,
feeling. '

- Express abstract ideas in an artisti¢ or craft product. |

- Visualize what is to be created.” .

- Do sketching or draning, including: ‘ .

’; Freehand drawipg or sketching.
- Simple dvafting or blueprints. . . N
- Sectional views of objects. ’ .

Create lettering, layouts, charts, and diaggams, such as: . %" /

> . . . »
- Block lettering or technical lettering.

- Bar, line or pie charts based on data. o : ) ¢

- Bluepr1nts, floor plans, scale draw1ngs, etc, (see Home Planner and, ..

Des1gner)

- Layouts for printed material (ads, _brochures, newsletters, etc. )

°

Create and design posters and advertisements. '

- Take and/or develop photographs, 1nclud1ng
- Using a camera correctly w1th appropriate lénses and sett1ngs.
- Developing film and making prints. " ) s °
- Making enlargements, transparencies, etc.

° L - M s e - ..
- Use- small hand tools, such ‘as pliers, files, and screwdrivers.
oy “ D < 3
L Lo

- Work with my hands skillfully and with dexterity. .

- Design and create jewelry, including: o .
- Cutting or polishing stones. ’
- Creating metalwork ‘by solder1ng, cast1ng, etc,

-

'/CD Design an& create glassware,,such as glassblow1ng, stained glass, etc. .
v, s :f . s [ R, o e g e o - - ;ﬁ»-‘ N . N e
~ Des1gn~and create—leather products. c T . T
-~ L o B - -
, d . 71 .
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Design and create- ceramic or poétery items’% including: -
. . ' ' . N
- Throwing and using a potter's-wheel.
- Casting. . . - . . .
- Glazing. : o

- Firing.

1Y
a

Design and create sculpture, including: . \ ; e
- Wood carving. S~ f : : v
S§tonecutting. .- . o .
Metalwork™ L '

Soft~sculpture, - —wm— ., ) ’

»
Design and create woven items, .textiles, and cipthing (see Clothing and
-TextileSpecialist). . SRR, PG UG- - o .

[ ]

- [ ’ ? [
Design and create paintings,,using: .  F
- 0Oils. - “ . ) ’ -, ot .
- Watercolors. ’ <
- Pastels. . . J

- Temp?ra. o ) /

ol g|e— . o~ R - - T e ——— T - - ,
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As a child care specialist:‘I can: - ’ *l, '

- Idené&fy the nutritional needs of the child (see Cook/Nutritiomist),
including: ‘ .

E0N

- Recognlze and respond to a cnlld s aeed for a loving and emotlonally
supportive environment. y

- Identify and provide a safe, stimulating environment for a child, including:

. Make effective use of medical serviced for the child, includihg:
< etc.

- Arrange and super&ise social experiéncéé'for a child which will promote
ethical and moral development. .

- Identify and select appropriate educational environments, including:

The éhzld care specialist is responsible for providing for the physical,
motional, intel'lectual and moral needs of a child at different stages of .
déwelopment. In providing this care, the child care specialist must assess the
s needs, identify the appropriate care, and implement guch care within the
financial, spatial and temporal limitations of the particular setting w1th1n X
which the child res&des.

~ Choosing appfopria;e child care and preschool facilities when needed.

_—
CHILD CARK SPECFALIST

. -

B L]

.

Selecting among alternate liquid diets for an infant (mother's milk,
animal milk formula, vegetable milk formula).

Determining wheasto add solid foods to a child's diet, including consult-
ing with* medical and paramedical personnel regarding‘nutritional needs.

-

-
Devising ways of Melping the older child deal w1th the limitations™ of a
special diet when that is necessary. T ;

’

Providing safe bedding for an 1nfant
Providing a stimulating play environment approprlate for a preschool child.
Teaching a growing child: to develop safe play procedures; ,developing an
appropriate balance between a child's need for exploratory activity and
requirements of safety. e

Teachlng school age children how, to 1dent1fy safe play areas:

Purchasing or makfng materials to develop a ch11d s 1nte11ectua1 and
phy31ca1 growth. : -

Teaching the ch11d games and activities appropriate to her/his age and
interests .~

o B

Consulting doctors regarding preventive medicine, immunizations;
.. co

Obtaining emergency medical services when necessary.
Determining the extent of pubfi%ifedical “facilities and deciding when it
is dppropriate to use them. .

P

. ) P
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~ Consulting with school staff regarding the epild's edugstional develop--

ment, . ‘
- Consulting with school staff regarding the child's social/emotional,
physical, ae4.cogn1t1ve development. . ‘ T

-~ Maintaining an ongoing involvement gg the child's education.
Identify and,provide appropriate clothlng for a child at d1fferent stages
of development - (see Clothing and Textile Spec1allst) ;ncludlng

= -Identifying approprlate clothing for different seasons.

- Identifying and providing appropriate clothing when traveling or moving
to a different climate.

- Identifying other factors to consider in clothlng selectlon (growth
‘rate, fabric durab111ty, etc.). -

»

Evaluate books and movies and determine their suitability for a child. t’

P, .
Identify resources 1in the community which ¢an be used to au!ﬁent school
and preschool*&ctivities, including: ’

= Playground facilities. . , - .
- Art and ‘eraft workshops.  ; B ] e

- Libraries and museums. '

- Danc,?end music, progrdms. . ‘
- Sports¥ programs.

= Youth groups (religious, scouting, etc.). 9
(see Community Resgurces Specialist). '

*

Demonstrate skills which help-make life interesting to a growing €hild

- (e. g .; storytelling, 51ng1ng, etc.). 3

Identlfy resources 1in .the community wh1ch may be utilized to improve the
living conditions for., the child, 1nc1ud1ng .

- Consumer services (gﬁbh\es diaper service, nursemaid service, counseling
programs,” etc.).

- Public services (such as: AFDC, medicaid, food stamps). )

- Direct benefits to the child (such as: diaper service, medicaid, food
stamps, ‘Big Brother, etc.). . .

- Indirect benefits to the child (such as: counsE{ing services, Parents-
without-Partners, etc.). .

(see COmmunity, Resources Spec1allst) . . .

3

- Recognize an;!treat childhood diseasef, including:
g .

- Ident1fy1ng such diseases and descr1b1ng the1r symptoms.

- Determining what immediate remedy is needed.
- Describing books-which are helpful resources in dealing wgth ch11dhood
. diseases. .

- Describing emergency procedures for varlous conditions.

- Consulting medical personnel when necessany.

(see Health Care Worker).

Describezandyzeggggi;eﬁthe;mi1estones'in human development.- - -

= i . ../ 74 v, ?x‘.BO
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Identify emotional disturbances or learning difficulties in a child which

need professional treatment or added attention, and obta1n appropriate
! consultatlve advice. . . .

. ~

Recogn1ze the nonverbal cueg and behaV1o%s which indicate tensions, or
problems o -~ >

-

Provide leéal moral and ethical gu1dance for a child, agpropriate to the

ch11& s age, 1nc1ud1ng . .-

L ~

- Familiarizing a ch11d’w1th Taws which may affect her/him.

- Eam111ar1z1ng E: ch11d with codes of moral conduct deemed appropriate by
the parent. - N .

- Devising ways of he1p1ng a child to take responsibility.‘for her/his .
behavior. . - - .

- Devising ways of he1p1ng a child to recognize the consequences of 5
alternative “behaviors. ! N

- Devising ways of helping a child to recognize the patterns of behaV1or,
appearance, etc., ‘which _are accepted by soc1ety, and-assisting the ch11d
in determining personal fesponses to these patterns (respect for elders,
et1que£te, social amenities, implicit dress codes, etc.s). °

- Determ1n1ng dnd descr1b1ng means of incorporating the interpersonal .
qualities which I value ingo the relationship which I have with a child.

“ Devising ways of helping a child to express her/h1s emot1ons in accept-

able ways. e
- Describing my apProach to pun1shment and reinforcement of a child's % )
behavior and discussing the basis~Por this approach. : b

T
Describe ways to develop self-suyfficiency in a child.
S e way P &E__};l yinag }
Demonstrate my understamrding of the special needs of a gifted child, of a.
child with a physical or emotional handicap, of a child in a single

parent home, of a child of a highly transient family, ete., including:

- Physical. neéds. ) . . . '

- Bmosjonal needs. " : T

-~ Educational 'needs.

L

Identify the special needs of a child who has a sudden change in his or

her enV1roggsnt such+as death-gf; a close friend.or relative, addition of s
a new family member (infant or aged) divorce Qf parents, €tc., and develop’
TR . ° °- .

ways to meet these special needs. - .
0

Provide opportunities for a chy&dato learn the value of money.
Facilitafe learning by;

? (4 * * - ,a
- Encouraging the development of communication and listening skills.
- Encouraging the development of social skills. ! :
- Encouraging the developmént of special interests and talents.
- Recognizing capabilities and potential: .

~ — N RS

Acquaint my ch11d W1th our famlly, ethn1c gand cudtural heritage. . o

...q...--«-.-. e a——— e
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, ﬂ Help a child develop a positive’self-concept.
s [ M ° <
-E Provide consistent and appropriate discipline.
Y J\Q\ t . -~ O - e -
- i - ) . q" @ *
- Provide sex education. ‘ . . - i
. . .
K - \ ,
- Help the child function as a member of the family by providing: -°
[ N v,
. - Involvement in decision making.
t . * 3 - P
/ =< Recognition of the needs of others in the family.'.
- N ; -~ Relationships with eXtended family members.’, . .t
@ / Y Encouragement of togetherness and mutual support.
D ) . - .
4/- Teach a child &o respect the rigitts of others. y
/ .
N ) ' . ’ '
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. .+ CIVIL/LEGAL RIGHTS WORKER . . ) ¢
" A civil anq ‘legal rights worker can obtain for herself/himself and for
. others fair and equitable treatment under the Ia)z‘~
. * 5o
y As a civil and legal rights worker, I can: | ‘.
L~ \ . - N -7 .
- Describe my civil and legal rights and responsibilities as a: ’ \ 5
\ — Citizen, . )
"~ Consumer. . -
—~ Homeowner. .
— Tenant.
« 7 Parent.. .
- . = Volunteer worker/board member. -
—~ Employee. . .

- Employer.

<

- Select legal services and ‘processes appropriate for a given problem, such
. ) as small claims court, probate court, etge. -

- Identify and obtain help from organizations which’provide assistance to
those who feel that their legal rights have been violated. .
’ . .

.. - Help others obtain information about their civil and legal rights as:

; . . by .
= Consumers. -

— Tenants. .

~ Children. "
-~ Wives., .
.~ Parents. - ‘ )
— Workers.

- Women. . .

= Recipilents of funds from programs like Aid to Déperndent Child%eén, Social ™
oL Security, unemployment compensatiog, etc. ‘

0y

<

« “ . *
~  -Read with understanding and interpret:

o

¢

. i ~ Leases, o )
. -~ Warranties.

’ ’ .~ Insurance policies. ' ,

~ Medifal consent and release forms. '

*= Co cts and legal -agreements.

4

-

L4 . )
- Describe the essential elements of sales contracts related to the,
. purchase of: , i '
- Cars. o : T
* ! - Household appliances. . T :
R "~ Home furnjishings. B
. ' - Home improvements.

- Sgryiceéi‘ ) ’ ‘ - s
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Specify the legal. differences in various forms of home ownership<and the

advantages and potential problems of each: . .

- Individual, & = | S o
-"Co-owner. -

- Cooperative.

- Condominium.

Describe the essential elements of contracts related to a home:

~ Leases/subleases. .
- Agreements of sale. “ : r

]

. B
Describe how the rights of a homeowner. are affected by:

- Mortgages. ;
- »

- Home improvement loans.

Other hoge-related loans. ‘ ] . ’

Title documents. ’ 4

Zoning. : ,

Settlement/closing agreements:

Conduct a search of legal documents to obtain:

- Description of a property.

Title/owner information about a property. . .
Zoning and other restrictive covenants on a plece of property.
Tax information about a property. -

Records of rleal estate transactlons .

Describe- the’legal processes related to divorce and legal sep ration,

1nc1ud1ng .- * -
.t ) .
="Grounds for~divorce/separation. -
- Court proceedings. . ) .
- Property division. .
- Child custody, support and visitation.,
- Alimony. '

!’ ‘ »
Check public records for information about births, deaths and wills.

Describe the legal processes related:ZO inhsritance, including:’
- WiTTs. ’
- Preparation of probate inventories.

- Distribution of estate assets. ‘

- Property transfer.

- Pension/insurance transfer.

- Trust estate management .

’

"ERIC

Aruitoxt provided by Eic

= State and federal laws relatlng to inheritance.
- Soclal securlty ang other survivor benefits. )

H

Spec1fy the main differences in various forms of business ownership and
the "advantages and potential probletis of each:
,- . ) . B
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1
- "Individual. e ' . ‘
. - Partnership, ‘ -,
= Corporation. .

. - °

- Describe employees':legal rights in regard to benefits, such .as:

- Pension. . :
- Profit-sharing.

- Life insurange. - .
‘;Health insurance. . ‘ -
- Stch options, . *

t

- ” “« T i

Assist those who come to civil or legal rights organizations by:

- Conducting a pre11m1nary interview for the lawyer who will handle the
problem. ' ’
- Drawing up drafts of documents for a lawyer to review), such as:

- Contracts.
- Wills. ' .

Obtain and verify routine factual information fdr the use of legal staff.

Make reqtfired field investigations apd prepare related reports.

- Read and interpret basic records.

-
.

- Recognize evidence of evasion and discrepancies in basic records.

Prepare reports of 1nvest1gat10ns containing factual data and documentary{
or other evidence. Lo~

/

|
-

Maintain essential records and files.

b3

Arrange for assistance to released prisoners, such as: -

- Temporary lodging.
~.Transportation home.
- Job search assistance.

~

- ’ - . -4
- "~ Comprehend, analyze and interpret ‘basic laws, regulations, and penalties
related to probation and custody. !

-
2

Obtain and verify routine factyal information from persons applying for:
~ Assignment of counsel. ' ’ R
- Release on recognizance. . N 4

C = Follow up on Ehild support -and alimony payments. ’ ) -~

Maintain records and files concernlng child support'and alﬁmony payments:

- Keeping reports of meet1ngs w1€h lawyers and c11ents.




o

; .- Not1fy1ng lawyers and clients of approachlng deadlines and scheduled
. _ COUrt appearancCesS,,———— -  —xe coo — e

- Making arrangements for 1ega1 depos1t10ns. 4

.~ Indexing legal documents.

Provrde ‘information about referral, agenc1es that can help w1th health,
home, famlly and other}problems (Communlty Resources Specialist),

o C' N ‘
Set up and’operate a program of applicants and checkers for job or housing
situations to determine if discrimination is taking place.
, . :
Develop and maintain records of Jﬁb h1r1ngs and promotions and analyze
them to determine if dlscr1m1nat10n ‘ig occurrlng (see Problem Analyst/

.o d Researcher) N . ,
A ° .~ (k
- Use legal records and/or ev1dence of dlscrlmrnatlon to work for soclal
f
change (see Advochte’Change Agent) N *» . .
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-l
CLOTHING AND TEXTILE SPECIALIST

- N

A clothing and textile specialist is responsible for planning, providing,
and caring for wearing apparel (fabric, fur, jewelry, .etc.) and textile prod-
ucts found in the hoge (curtains, slipcovers, bed and table linens, etc.).

e .
N » - - N

Lo . R :
‘As a clothing and text11e‘spec1arlst I can:

Demonstrate knowledge of the propert1es of various kinds of fabrics and
materials used in the home or for wearing apparel by describing:

~- Care and -maintenance properties (cleanlng, wear, vulnerab111ty to stains
or heat, etc.)

- P11ab111ty and structure. .

- Differences in_ the method of production.

- Relative ¢osts.

= Terms used to describe ‘these materials or their properties.

Analyze the wearing apparel needs of people, taking into consideration

such factors as age, figure, size, budget, kind and level of activities,

fashion, and individual differences and interests.

Select coordinated clothing items.

.

%

~

+ Select complementary clokhing styles and colors.

‘Degpdstrate skills used in producing.clothing or homeatextile p:éducts by:

~ 1

~ Using gétterns, acgording to accepted standards, to make clothing or
other home ‘textile products. »
Making alterations of patterms or merglng two or more patterns to make
clothing or other home textile products.
Creating my own patterns from which to make clothlng or other home
textile products.
Describing proper use and maintenance of tools and equlpment used in
textile construction (séwlng'machlne, loom, etc. ).
Describing the process I use to create, design, and implement a textile
related idea. 3
Using a variety of‘dlfferent techniques in my Spec1a1ty (embr01der1ng,
leather work, tallorlng, spinning, weaving, macrame, knitting, crochetlng,
upholstering, “etc.). :
Show1ng_hgw different fibers produce different effects.
Describing ways of determining the kind of results which occur when
different techniques, colors and materials are combined. P

Demonstrate skills and knowledge related to maintenance of wearing apparel
and home textile products including:

X 1 ‘ ! .
= Describing propér clieaning or preserving procedures.
- Describing procedures ‘for alterirg, mending, and/or remodeling.
- Describing storage considerations. :

.
-
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List and explain t:erms used in my specialty area (warp, skein, bias, flat.

“fell sean,. etc‘). :

Dlscuss the history of textiles and describe how methods and materials
have changed. R i

M’ h
Identify the technique, period, and origin of various t:ext:11es and/or
clothing samples . '
Evaluate the quali‘ty of clothing, rugs, curtains, linens, and other textile
items (see Consumer Economics Specialist and Home Planner and Designer).

Select home textile items (curtains, li\nens, etc.), “taking into .considera-
tion: “

- Cost.

- Durability. -

- Ease of maintenance.

- Color and style (see Home Planner and Designer).
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COMMUNITY RESOURCES SPECIALIST

[y
@

As a spgcialist in community resources, I know, ~an use, and can
direct othefs to information and services available from public and private-
organizatig¢gns and agencies, : .

As a tommunity resources special@st, I can:

- Demonstrate my familiarity with my community. . ' ) \

N - Identify local resources and services to help with:

Y

- Physical‘heélth.needs and problems. .

- Mental/emotional health needs and problems.

- Legal problems. . ‘ ; ' .

- Financial problems. N b :

—.Drug, alcohol, or other substance dependence problems. <Q}

- Consumer problems. ’

- Problems of age, sex, or race discrimination.
¢

. . . . s .
- Describe the available resources for dealing with emergencies:
£ ? .

(O

-

- Emergency medical services. ‘

- Police services.
- Fire services. . ’
- Crisis centers. ~

* - "Hotlines.™- e,

> - Transportation services.

- Food ‘services.

i ’

£
- Serve as a "sounding board" for those with-problems (see Counselor).

- Provide moral support (see Counselor).

2

-~ "  Show compassion-for those with problems (see Counselor).

2

- Encourage the development of "common sense."

- Prepare and help individuals and families to deal with a crisis or
disaster.

Identify and use information resources to locate community facilities and
, services. ‘ ! -

14

- Use contacts constructively when seeking assistance with a problem.

- Identify those people in cgpmunity aggpcies; organizations, and services

a

who can help me cut through "red tape.” ¢
. |
- Identify, use, and direct others to legal services:
> . ‘
.~ Adoption. oy .
= Alimony. ‘ .
- Child suppsgt.
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Divorce/separation. R
~ Domestic court. . . ) : '
= Juvenile court. . - B F
. ~ Probation. - . o *. -
=~ Small claims ceurt. - .
(see Civil/Legal Rights Worker. ) . ) - L .

S

-

.

- Think and behave ratlonally When dea11ng with an emergency.

,' - Set priorities in handling an emergency.

- Develop support systems ,to deal with emergencies. S
’ - ‘. *
- Teach others procedures to deal with emergencies. . L e
) ’ . ) . ) .

- Identffy and direct others to sources, of féod, clothing and shelter,
T during personal .crises ‘or emergencies. ’
- Identify communlty resources that can supplement what a fam11y has avail-

ablet - .° . -

° . Ll <

- -

-~ Social services. -

- Educational facilities and progf?hs.
~.Religious facilities and. programs.

= Cultural facilities and programs, .
= Library and other informational facilities and programs. ,
~.Trdnsportatiod programs.” ’ . .

- Identify and. use resources releVant to different cultural, ethnic and
rellglous heritages. .

. -

. - Describe the major considerations in selectding:

v 5 . PR

L]

~ Suppert systems for emergencies. .

. - Child care services.
= Church or religious centers. .

. ) . . . .
=~ Funeral or mortuary services. - .
~ Legal .services. > }§ . o \. .
= Health care personnel facilities and servmces. - o

.~

- Identify, use, and direct others to gounseling services:

. - Employment.
. = Education. .
~ Emotional/personal problems. ' R ., - Ty

" .= 'Programs for the elderly. : oL - - -,

= Programs for women. * : °
t ‘e ~
. = Pestribe the various kinds of federal and state aid available for people
K who are eligible and how to obtain this assistance: ’ "

-, Aid to dependent c¢hildren. - - - £
P - Social Security. - ‘ »

\




= Unemployment compensation,} ) -
- Medicare/Medicaid. ’
- Food stamps. : ’ w ’ .
- * ’ c
) .~  Identify, use and refer others to tenant's rights, welfare rights, block
~ ; associations and other “"grass roots" groups which bring about social
’ change (see Advocate/Change Agent).
T . 2°
.= Demonstrate my awareness of government programs and funding procedures.
- Help others identify funding sources which can meet the needs of a group *
or the community. T . .
- Assist others in developing propésals to obtain funds for social programs
: and services (see Fund Raiser). .
o & -
e B
2
] o
® % . .
o . o ,

bt

[AFuiTox provided by ERIC . . P “, IS
s Ce . .o . N . - -
. R . « .o

N T TP Y




GO A ot providod by ERiC
. v

rRiC

< -

- CONSUMER ECONOMICS SPECIALIST

A consumer economics.specialist is able to evaluate the quality of
goods and services, select goods and services wis€ly, determine if consumers
are being~treated in a just manner, and obtain'éz%istance on consumer problems.

* As a consumer economics ‘specialist, I can: N
N,e )
- Evaluate the quality of ‘the purchases I make: i
> - Food. -
Clothing and other textiles (curtains, linens, rugs, etc.).
- Housing. .
Household items (appliances, furniture, etc.).
Automobiles., -
Children's tdys and games.
Services (child cure, insurance, repairs, etc.).

y
[

- Determine from among several items’of comparable quality which is the
best buy, taking igto consideration:

i

4 Cost. ’

- Durability.. *

-~ Freqéiency of use. \\\:-__\\ Y Y .
Type of use. =" . )

Style and other changes. )

- ®

- Use unit pricing and other techniques to compare costs of items sold in
different amounts and quantities. ’ ‘

- Detect potential health and safety hazards in items and avoid purchasing

. them: - . -
- Al
- Food. ’ - .
- Clothing and textiles (curtains, linens, rugs, etc.). t?
- Housing. : .
- Household items (appliances, furniture, etc.).’ 4
- Automobiles. ) . . N
~ Children's toys and games. ' ¢
- Sefrvices. ! ' . E

. . ]

- Locate, use, and direct others to information resources which can help
B with: ] e ’ ° e -

—4

-

g ' S
= Evaluating the qdélipy of goods and services. i
. - Evaluating health and saféty hazards in goods and services.

- Identifying best buys; savings in cost®; etT

!

’ ‘ 3 k3 3 i
- Identify, use, and direct othef"to groups and organizatiops which can

help them with ‘consumer problems (see Community Resources Specialist). -
- Organize or take part in a food cooperative in order to achieve savings in
* the cost of grocery items. . LT .
- ~ H . ~
1Y N
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.~ Contract.
Co- Warranty

Organize or use other cooperag}ves to #tchieve savings.

Sélect living quarters to meet'my family's needs and circumstances.

Describe my rights and responsibilities as a tenant.

K

Help others obtain their rights as tenants.

) 1
- Lease.

" .

. Read and idterpret a:

« ”

(dee Civil/Legal Rights Worker)

L]
Know what recourse a .consumer has when:

- A purchase does not function properly.

- An item cannot be repaired.

- A purchase has health or'safety hazards.,
= An item or service purchased is not as advertised.
- Services are not performed as agreed or promised.
(see Civil/Legal Rights Worker).e

x

Select stores and services that best meet my family's needs

stanc

Locate the true "discount™ stores.

!

Select insurance policies and plans (health;
auto, etc.) that are most appropriate to my family's needs and circum-
stances and explain the ratiomale for the, gpecific policy chosen.

.
a

Use my talents as resources by:

- Making, altering, and repa1r1ng clothing for famlly members (see Clothlng
and Textile Specialist).

~

‘4

* Describe my rights' and responsibilities as a homeowner.

.
<

'

life, tenant,

-

- Canning, freezing and othen home preparation of food.

R A FuiTex: Provided by ERIC

simple home repai

household fu

my services or goods wh1ch I have produced to obtain other good

®

and circum-

.

homeowners,

(see Home Maintenance Technician).
ings (bookcases, curtains, furniture, slip-

?

family's needs and cifcumstances (see Financial Manager).

Identlfy, use, and direct others to free or low-cost public services (see

Community Resources Spec1a118t)

7

-

-

:

Analyze advertising and identify misleading material.

* -
: ) - Ma
. co etcl).
ot . * '~ Tra
or services.
- Il
-
-
it
o .
. o 4

2

i N

-

£

L3

o

Setect bank accounts, savings plans, and investments that best-meet my

-
<

-

1
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\:\\\‘Khalyze sales promotions and determine if real savings are available.

Investigate credit options and select those fpst appropriate to my family's
needs and circumstances. 3 . ‘.

Use credit cards and other forms of credit wisely. . '
Know when to avoid credit and loans.
. &,
Describe how to shop for a loan or mortgage.
o . )

\
. . *

Demonstrate my skills as a consumer or monitor of consumption by:

. -

. .
Buying and using various products in the .commercial market. .

- Knowing the advantages and disadvantages of various types- of krtchen

appliances and utensils.

- Knowing which cleaning products and tools do the job most effettlvely
and easily. :

- Knowing when medicines are needed, how to determlne which brand 1s the
most effective and econom1ca1 and how much to, usesof them.

- Selecting good schools and know1ng about other communify educational .
resources. ’

- Selecting and purchasing clothing that w11£\be appropriate . and durﬁble.

- Determining which home repairs are most appropr%ptely, safely- and cost--
effectively done by a‘professional and which can be done by family mem- -
bers. LT N
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. . COOK/NUTRLTIONIST

.

‘ . ' .
A cook prepares food for others. A nutritiénist plans meals taking into

account food values and dietary needs. Jﬂ .

As a cook/nutritionist, I can:

a

Serve attractive and palatable meals, taking into accountzf

’

° &
Color, texture and appearance of food.,
Nitritienal needs of indiwiduals to’ be served
Available budget and food costs. - ) ‘ . :
Food available and the- 11kes and dlelkes of 1nd1v1duals or groups
served. .ot
Prepatation time and requitrement.’ C,/ﬁ

-
S

Prepare appetizing portable meals:

- For invalids‘and shut-ins.
- For picnics and outdoor meals. .

Package portable meals so as prevent spoilage and maintain an attrac*
tive appearance. o . E :

Adapt recipes to serve larger or smaller numbers of people.
Cook food in large quant1t1es to serve to grdups of:

- Preschool children,

- School- ge chlldren.

- Adultsu

- Il11 or hospitalized individdals.

- Elderly. ) :

. Prepare meals or adapt recipes to meet aliergy probléhs or speclal diet
needs, . . -

¢

4

"Prepare food specialties for a regional, etbnic or cultural group.“

v . 0 -

-Evaluate the*'cost.-and nutr1tlonal values of alternatlve methods of prepar-
ing the same foods (see Conéumer Economics SpeC1allst) :

+

. >

Take advantage of regional specialties and seasonal foods.
. =~ e -

. N - » « > N

Store. food to preserve nutritional qudlities and prevent spoilage.
i ) . L . DA @
Describe common:food’spoilage problems ‘and how they:can bhe preve

Read food- labels "to evaluateﬁguallty and weight of contents.
Evaluate fresh frults and vegetables for fréshness.

1Y 1

Evaluate meat ,. f;sh and - pOultry’for quallty and freshness.
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» B 4 ‘ >
Determine the appropriate quanﬁd%y of food to buy. .

" - 13 s

., o~ % o ,' “ .
Utilize® recipes und cookbooks. v g s

» .

*. Prepare food abcording to a variety of ‘methods. . .* - @ (Q E

o
-
- .- 4 °

Preserve food for 1ater use by free21ng or cann1ng . -

‘h\ P -

SgLect ?use and care for kltchen applidnces dnd uten311s. ‘ .

L, -
. .
" Usg kitchen equipment safely. — : . .
R N, . . . °
- 3 (Y ‘a
Conserve‘energy in f&d prepardtion and storage. <,
‘ . v -~ [
v L]
Plan and prepare nutritious snacks. . ) .
o N o .
8] . .- )

Compare the cost’and nutritional value of convenience food, "junk' food,
and home prep Ered equ1va1ents (see Consumer Economics Spec1allst)

¢ .

- . H

Prepare and utillze garnlshes té make a meal mé%E appea11ng " o

..
2 ’ o

Demonstrateuknowledke and understanding of the.basic- elements of mutrition

o

by: . . - - v

- ¢ ‘\ .o 'S

. s

- AsseSS}ng the nutritional needs of the people and/or animals for wnom I

am responsible. - e 2 . : .
- Describing the variations of nutritlonal needs relative to age, ‘exercise,

body weight), metabolism, and spe!1a1 COHQItl%nSmllke pregnancy, or nutrlr.

tional deficiencies.
+ Descr1b1ng terwative sources for meet1ng vaflous nutrltlonal requ1re-
ments (vitamins, ofilk substltutés, etc.). ¢ ‘
-'Describing symptoms of various nutritional def1c1enc1es or excesses
and theit remedies (sugh as. poorﬁnlght vision from lack of vitamin A)u
- Describing the ramificatigps of 'the special diets of which I am familiar.
- Describing the. bas1c nutrients (fats, carbohydrates,.protelnsw v1tam1ns,
Kfnd minerals) and how they‘are d1gested and used by the body . '

Demonstrate skills related to cost Ef ctive nutr1t18na1 planning “by: s

Al -

&

- Using effectively the résources available Ep me, or potentially available

to me,, i.e., availaBle‘timéf(mine and other's)., abilities, supplies
(freezer, refrigerator, oven, mixers, utensils, storage space,.etc.),

w

3

information, and money and’how they influence my ab111ty«to be effectlve. f'

- Dealing with a sudden change in resources.ﬂ.

- 0bta1n1ng help frdm social service agenc1es if my resources are 11m1ted
@uddenly reduced or changed by ar’ emergency. )

- Buylng in bulk- or in smaller quantities, depending upon the—approp

, ness of each to the s1tuat}on. . - )
= Obtaining food frgm various sources (growing ones, own co~ops, farmers'
markets, spec1alty sto;es, large chain grocery’ stores) o
- Selecting foods at.various stages of the preparation process (1 e. "raw
form, sem1~prepared, prepared etc.). )
. )
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. - . . b 0
g ° g } P
- k)
g2 . - -
. . 90 ~ . ‘ v
. ’ * /~ o . . . =
. ) * sy, .



-—

o

.
-

¢

'
%

°

-—

'DemogstrateAskiLls‘associated with ‘food preparation and storage by:

.
[ . ! ¢

v .

- Descnibing the methods Idfave used to store various kinds of foods -

(canning, fre%21ng, etc.). - -

» Describing tHe unique properties of varlous food products, i.e., leaven-

" ing agents, preservatives, etc.

- ﬁ%scrlblng the health and safety predigtlons needed dur1ng food prepara-*
tion and methods of dealing with emergencies which may occur.
Descr1b1ng methods of determining the nature of varlous cooking
- conditions” orzproblems and what correctlive procedures can be taken.

- Properly using various food- preparatlon appliances, utensils, etc.

- Descrlblng the meaning of terms used in cookbooks. ° a

= Desctibing the characteristics of measurement and converting quantities
from~one. measurement system to another.

- Descflblng special food preparation techniques for serv1ng large numbers
of people or for unusual nutritional needs such as- ethnic, gourmet fat- - -
free or food allergy diets. . .

- Describing differences in food selection and preparation in various
cultures.

Demonstrate skills in meeting nutfitiona%nneeds outside the home by:

~ Describing the .advantages and disadvartages of food sources whichemight
be considered while traveling.
- Descr1b1ng sources of food, other than restaurants, for use while
Vtravellqg or camplng (dehydrated food$, wild foods, etc.).

Demonstrate knowledge of food poisoning by discussing its causes and"
prevention. ’ : )

Demonstrate knewledge of laws related to nutrition including content

and labeling laws, health and cleanliness laws, etc,
. :

Teach others good nutritional practices (see Teacher/Trainér).

’

’
& . * . ‘
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Q\:' COUNSELOR | -
Counselors advise 5eob1e who are seeking assistance with a problem. In-
formal counseling often occurs in conjunction with other act1v1t1es, such as
- managing personnel or serv1ng as an advocate/change agent, Formal counseling
programs frequently require training prior to beginning work; paraprofe851onals
and volunteers_in these programs typlcally work under thé superv151on of a

profe881ona1
- - &

In my work as a counselor, I can: -

- Establish, rappoft with the person seeking advice. ) -
. b M 3 ©

- Use techniques which he'lp.people to talk spontaneously by:

- Selecting an appropriate physical setting for counseling. ’

- Shbwing receptiveness by giving attention and by listening carefully.

- Using reinforcements (both verbal and nonverbal) for encouragement and
support. .

- Describing how facial expre551on, posture, and tone-of-voice affect

X communication.

- - Build client confidence toward the counseling agency.

- Demonstrate my°qnestioning skills by: i ’

- Using exploratory questions to obtain background information.

- Knowing how and why to use open—ended questions.

- Using probing techniques to obtain further information.

- Describing two-step probing®and its use. .

- Adapting my questioning gh&the background of the person and to the
nature of the problem. ,

- Using dauble-edged questions to help individuals obtain greater 1n81ght

- Avoiding leading questions.

‘- Using softening techniques when u81ng direct questlons

- Phrasing questions so as to help thearespondent

Demonstrate my listening skills by

listener influence my listening approach.

wanted me to hear.

’

" # Using techniques to give listening feedback.

'save face.'

)

Describing.the qua11t1es which make for an effectlve listener. .
Showing how my objectives (both long-range and short—range) as a , *

Using technjiques to determine 1f what I have heard is*what ‘the person

Tad

- ® Describg different counseling teéhnidues and show'how and when each is
. usedu
- Describe the psyc olog1ca1 theor1es on which different c0unse11ng tech-
. .niques are based. . " e, .
- Demonstrate my awareness of the legal and ethlcal problems reiated to
' confidentiality. ’ . )
’ . ~ " ~ - s
- . 2, - »
) - . . 92e *
, . &
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Demonstrate techniques to control the interchanges in counseling situations
by: '

[y

Using techniques to expand or limit the focus of the discussion as needed

Using methods to help a person expand the optlons under consideration.

-.Using methods of' valyes clarification. -

- Describing how to determine when a situation needs to be referred to
others.

- Discussing vatious ppproaches to decision making and the rationale for
each. !

- Controlling the pace of the interchange.

- Using techniques to exclude #rrelevant detail.

-'Us1ng 1nterv1ew gu1des when approprlate to.structure the s1tuatlon.

Identify an individual's problems and difflcultles by a variety of methods,
such. as:

Question and interview an individual to obtain information.

Observe an individual's performance or interactions with others to
identify problems.

Work with an 1nd1v1dua1 s famlly, co—workers, teachers, or others to
identify problems.

- Use tests or other d1agnost1czdev1ces to 1dent1fy problems. e

Take notes unobtrusiwvely during counseling or an interview, and use these
notes later in dealing with the client's problem.

™ . N
Describe the kinds of information necessary to handle different types of
* counseling problems. . o

~

. Interpret ‘data and use ¥t in coungelfhg,‘suchtas:

- > T -
- Interview and background.z ~ A
- Observational data. *7 T T )
- Test datg. - - - ¢ - °
- Other. (,,Speplfﬁy) C L4 re ~ -

I N . . i N £l
. Do referral counsellng, such as: .':‘ ) I

'-a'.;h s ] .
- Build resources for referral 5 ) "
- Desdcribe methods and ‘congiderations in using geferral rqsourcqs3<
~sUse approprlate technlques for people seeklng help for themselves and
for others. . S .
—-.Demonstrate the spec1a1 skxlls needed 1n-phone referral counsellng!
- e * . ’ . ‘ -

Do 1ntak% or. entrance‘rnterV1ew1ng, screenlng, -and placement. * E&

- ld‘ . R )’ ’ . 1Y
Determine the urgency of a problem or concern and handle it approprlately
[ aune -.

‘(‘

. Handle-crisis intervention by: .- o e 2 T
! . © ‘ o > - 2 - b4 - ‘.
. . » Q‘.. » . 13 » * » 4 ¢ ' . ‘
~ Identifying crisig srtuations. R . T 4
* ° . . ‘ . .
LR Y ' . .
. , 2 L .
:;:, - ‘} ’ ’ - : " % LT ol
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¥ o

- Dea11ng pro-actively with the people surrounding the crisis.
- Describing responses to different kinds of crisis situations.
. — Demonstrating my ab111ty to make priorities in handling a crisis and the
factors to be cons1dered
- Describing the spec1a1 sk1L1s needed for dea11ng with particular crises
s1tuat10ns, such as. . (,_
—.Alcohol problems. ' ¢
=~ Drug problems. . .
- Disasters (earthquake, flood etc.).
- Poisoning. . .
- Rape. B
- Other.  ({(Specify) .

. / <
Demonstrate technlques for.dealing with people who comp11cate a crisis
situation rather than aiding: it.
@
Demonstrate the skills required in career counseling and life guidance by:

o

- Using tests and other devices to assess aptltudes and interests.

- Describing resources which can be used to assess Ln&cf“sts and determine
alternatives, .

- Using methods to implement and folloy up decisionms. .

Demonstrate the sk111s ysed in intensive 1nd1v1dua1 counsellng, group
counseling, and therapy-situations by: ' . ‘e,

- Descrlblng the cues which can be used to assess state (emotional,
. physical, etc.). . .
- Distinguishing between technlques appropriate for. group and individual
counseling or therapy. .
-'Describing the cues which can bé used to determine the effectiveness
of counseting. 2 .
- Demonstrating skills which support profess1ona1 counsellng
- Us1ng special teclMiques ip group coqnsellng to develop group solidarity
. to deal with group conflict resolutlon, and to elicit self-dlsclesure,

etc. : - .
- U31ng cues to help upderstand group’ processes and 1nteract10n. .
- Demonstratlng skills used as support for profess1ona1 counsehng‘r . :
7 » .
- - 1 ’
?
\’~ )
. ®
e
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FINANCIAL MANAGER

Managlng flnanch involves responsible allocatlon and monitoring the use
of personnel, time, and resources so as to exercise control of money and

resources for a family or for an organization, program or activity.
[} ; - )

NN . .
As a finarcial manager, I can:

- Plan ahead and set monetary goals. oo

»

- Plan and preﬁare budgets using:

= Fund budgeting.
= Program budgeting. -
- Other budgeting techniques. (Specify) -

- Budget .existing funds.

’

- Present the rationale and justification for a budget.
- Maintgin family financial records.

- Understand and interpret a budget. - > .
.t ' N
. T N i
. Prepare budget projections based on historical analysis and cost trends.
. ' 4
-

- Prepare cost estlmates from data about. the utilization of persbnnel time,
.~ and materials. £ ) \

. i ) . . v
- Establish procedures to monitor income and expenditures.
. tl \
- Establish procedures (1ncent1ves, etg¢. ) which encourage fiscal respon81- ¥

- blllty . -7 . v.

- °

- Monitor income and expenses so as to exercise f1sca1 cont:ol or, when
necessary, adJust existing budgets

- Demonstrate a knowledge of basic bookkeeﬁing techniques. .

B - et £

= Demonstrate a knowledge of basic accounting procedures. A

- "'Apbly appropriate accounting-.and/or bookkeepirg ‘techniques -in maintaining
financial records: . . Cp e

£

o

. . . . . : ’~ ' . . .
Establish and mgintain flsgal'records and procedures:which will meet
» external audit and/or accountability pequirements.
. 1]
Plan an investment prognam in keeplng w1th family or oxganlzatlonal needs
*and objectives.

* .
. A

- Demons;rate knowledge'of the fundamentals of igvesting by explaining which

", investments were made dr considered and why. : .

‘= . Demonstrate a knpwledge of various Qypea,of_investment§ and the advantages

w

. .
.
L4 . -
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. e, " R . ;s
and/or disadvantages of each: Stocks , Bonds , Money Market
Instruments , and Other '

, v '
Apply the "total return' concept to investments when appropriate.

Monitor an investment program and evaluate its effectiveness in relation
to:

. .
- Organizational or family needs.

- Other igvestment programs., ‘
- Economic and market indicators. , o

Select bank accounts, insurance policies, ,etc., that are the "best huys"
which meet family or organizational needs. i -

Establigb-work.flow and work load procedures. \§ "

When income and cas f{ow analyses indicate that' it is appropriate, plan
and execute appropriate short-term investments.

Conduct salary administration and performance reviews for paid workers.
. . ) “ -
Egtablishfand maintain quality control procedures for individuals and
products. . R . . .
. Fa} <

°
g

Train others in financial”management procedures (see Teacher/Trainer for -
related skills). . B :

’
o

Determine éfices on the basis of cost and overhéaq.factors when a productﬁp

of service is sold. . B T %

. o v -

3 » ‘ 3 3 » - . - . 3 3 :
Discuss the social implications of investment decisions (how company e
policies can affect the enviromment, wminorities, women, etc.) and decide -

if an investment is appropriate to-the philosophy of my orgapization.

"any how to obtain information about Hoth:thé ecenomic condition and the

activities of a company before making an investment decisign and/or voting

proxies. ¥ _ L. . .

-~y

‘Demonstrate my skills as a. consumer or monitor of consumption (see Consumer
Economics Specialist). - : )

2.

Demdnstrate my knowlédgé of laws which can affect family or orgqhizatiqnal

finances by: . ! ) . ‘a - ..

»

- Describing laws related to family finances and such circumstances as
death, divorce, child sdppoft; etc. . - . ' .

- Describing bankruptcy laws and procedures. o ..

~ Describing home/business laws and procedures. S

* Describing laws related to income taxes, social sécurf%y taxes, etc.,
and using them to maximize savings and/or .income. ] - . .0

:= Describinggsocial services legally available frem the government or -
service agencies and the -process of ohtaining them. i

¢ "
.

]
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Demonstrate my knowledge of real Lstate by:

B <
- Discussing the (dis)advantages of (long- and short-range) buying, rent-
ing, condominium owningy etc. °
- Evaluating a neighborhood's appropriateness to family needs.
- Knowing how to evaluate structure, plumbing, wiring, sewage, etc., when
selecting a house or apartment. .

~Evaluate a real estate pﬁrzhase by: . %g

“

- Describing how to obté’h information on taxes, loans, zoning, forecasted
real estate charges, etc. .
- Discussing the relative importance of these factors.

. .

Prepare and defend income tax. returns..




’
FUND RAISER‘

‘Fund raising is the deveiopment of a system of financial support for an
organlzatlon, program, oOr act1v1ty ) oo

.

»

N

In my work as a fund raiser, I can: \ °

Assess needs so as to determine what financial support is reqplred (see
Problem Analyst/Researcher for related skllls)

- = Plan a fuﬁ.gralslng ‘activity, ‘ncludlng: )
- Identifying objectives and specific goals. ‘ -
- Identifying potential sources of funds from: .

“ - Government (local, state, ﬁfderal). . . °
- - Business and industry. i :
(:; - Foundations., ¢ .
R - Individuals.

- Other organizations.

- Selecting methods and strategies appropriate both to organiéational
_image and potent1a1 funding sources. )
- Estimating requirements for people, materials, and time.
=~ Estimating cost of a fund-raising effort. =~ . >
[ - . - "
- Demonsttate knowledge and understanding of the-code of ethics regarding
. fuhd- reising,

U -
. - .Demonstrate knowledge and understandlng of tax laws and rother regulations
‘e ‘ whlch affect fund raising. v b '
- C A . ' ‘ |
. I Utilize the tools of° fund raising by: !

- Demoistrating knowledge of resources such .as foundation directftries,
directories of government programs, etc.
- Demonstrating a knowledge of financial management (see Financial Manager). p
- Demonstrating knowledge of proposal preparation skills (see Problem 2
+ Analyst/Researcher for related skills).
- Demonstrating kpowledge of techniques in prepapmngkpromotlonal materials °
~ (see Public Relations/Communications Worker for related skills).
- Demonstratlng an understanding of the motivations and needs dinvolved id '
, contributing to a group, organization, or program and methods to build .
o -\ . on these.

-, Administer a fund-raiding program, ihcluding: oo \.
\- Selecting or recreiting staff and workers. . | .
' .~ Training others ih fund*ralslng techniques (éee Teacher/Tralner épr e
\ w . related skills). ' .
’ - Determining strategy. . ’ ' )

- Determlnlng the target groub

-

- Maklng work assignments and monltorlng progress ' .
, t . « . ° o
' o~ o .
- . . ¢
: v > . .
k] 4 .
Q . ’ - . * - a v @ N
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- Selecting a clientele or-target population’

'~ Selecting and recruiting sales personnel.

Setting and communicatjng the goal. . . - - :

- Coordinating myltifaceted efforts. e :
Assessing ar reportlng on progress. ' : -
Modifying pfJans to meet changing c1¢cumstances ‘

. . ol . . .
Raise funds se111ng a product or service, including:

. + . -

Select1ng products or serviced -to sell which are appropriate to the ° |
. organization/agency image. :
- Researchlng cost/benefit factors for alternative products, services,
and delivery systems (see’ Financial Manager) . 1 .
- Planning and monitoring product or service de11very. !

»

- Training sales personnel. .

- Selecting sites, territories and/or locations for sales on the basis of
clientele, (cost, etc. . -

- Determining if sales permits, leases, etc., will be needed and obta1n1ng
‘them. ’ . .

- Planning and implementing methods to monitor personnel, money, and
materials (see Financial Manager) . ; '

- Plannipng and implementing publicity for the product or service (see
Public Relations/Communications Worker).

- Mdintaining records which will help others planning similar sales v
programs in the future. .- 1

- Degeloplng techniques or procedures for return or repayment of prod&cts,
on sale.or slow-moving products, etc. .

Raise funds 'by staging a special,event, including: ’ .

- Selecting the type.of event which,will be approprlate to organlzatlon/
agency image, | B .

- Deciding if the event should be Largeted to a spec1f1c clientele or to
the general public. N

- Determining the cost/beneflts of. alternative types of events.

- Planning and implementing- pub11c1ty (see Public Relatlons/Communlcatlons
Worker). ’ A . ‘

- Organlzlng a plan .for staging the event. . -

> Selecting and récruiting individuals to work on various types of tasks =
and activities. S T

- Training staff and part1c1pants (see Teacher/Tralner) ' R

- Obtaining and organizing materiald. .

~ Determining if permits and permission will be needed and obta1n1ng them.

'~ Selecting sites and locatlons for the event on the-basis of - factors .
suchr as target populatlon cost, etc. RN

~ Monmitoring the work of 'staff S ‘ Co,

- Keeplng records that will be of use to others plann1ng similar spec1a1 ‘
events, : . -

~ \ . .

. Raise funds from goveynment, corporatlons, andﬁor foundatlons by:
ReseafthIng‘3pEtfHT‘IntErE3tB—Uf—pUtentIaiffundrng—suurces—ésée >
Problem,Analyst/Researcher). °~ .

PR 4 . .. K



.. : v T
- Preparing a proposal. ~
- Contacting appropriate funding sources.
Promotlﬁg a proposal, project, or special need.

LN
. - Preparlng reports which demonstrate the organization or agency s account-
ability to the funding agency. '
. T .

A 3 .
- Raise funds from the publib through- a ecampaign, including:
PLannlng the campaign theme and organizational strategy.
- Recruiting workers for dlfferent levels of respons1b111ty and, different
" kinds of tasks.
- Training and motivating workers (see Teacher/Trainer).

SRR N - Preparlng materials to be used in the campaign (see Public ‘Relatjons/
Communications Worker). . .
- Mon1tor1ng the progress of the canpaign. -
.. - RéV151ng staffing and strategy to deal- with emergenc1es or w1th inade-
0 quate public response. . ) ) -
N
- Preparing reports which will be of assistance to others planning similar
., dampaigns in the future. ’
: . ' X .
. ) ,
4
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GROUP LEADER

’
o

The leader of a youth group or a serving organization devises and imple-
ments programs which help people to develop and learn.

.
) N

In my work as a group leader, I can:

¥

-’ Articulate theﬁphilosophy of the organization or sponsoring group.

- <

Describe ‘how the comporients of the- program relate ‘to organizational
'philosophy . . '

. ?
De&onstrate a knowledge of human growth and development (see Child Cjig
Sgec1ai1st) . - .

) -

Demonstrate ‘a knowledge of theories of learning (see Teacher/Trainer).

- R T —_— - - ——— — JE

.

Demonstrate a knowledge of teachlng methods and materials. (Specify
areas) . :

O
v
. ¢

Select activities which will help people learn desired skills and atti-
tudes.. . .

Determine the cost/effectiveness of alternative program components (see
Financ1al Manager) .

e . ‘

,Plan and coordinaté a.group program, incliding:
. . -

Defining program ql;ject'ives. o ‘ '
Invotving group mémbers in prégram pMnning. -
Selecting activities which w1ll most eff1c1ently lead to meeting the

»4&,. -

program obJectives.
Selecting activities which are most appropriate for the age, background,
and experience of group members ., T
Preparing program matetrials. ;

Determining the budget for-the program.

Deciding on methods to evalgate'the program.

Administer a program,’ including: ' 7
Selecting and/or recruiting others for various responsibilities.
‘Training other adults as leaders’or assistanQS (see Teacher/Trainer).
Helping group members take on leadership roles within the organization.
Working with members of the supervising board or agency,.
Determining the effectivéness of various program components in’ meeting
brganizational godls. -

‘As’e331ng the effectiveness of other leaders.
Orgarizing commi ttees to .carry out tasks.
Keepin records of individual and group progress. -

- Keeping|budget. and financial records (see Financial Manhger).
Coordinating activities of various groups.

—-—'—-" — .= Securing financial resources (see Fund Raiser).
‘ . . . B

3

Direct & group, includipg:




\ 4 .

Organlzlng and conducting meetlngs. 7y
Teaching acgivities such as: games, crafts, music, dance, dramatics,
health and safety, art, outdoor/camplng skills (see Recreation Worker).
- Teaching-citizenship, interpersonal skills, and democratic processes.
Demonstrating a knowledge and use of techniques and equipment specific ,
/ to the organization's .program.

(&3

.
3
PN
[

Abide by an organization's standards.
y ganizat

. ‘

. -
¢ . .
- B

Use appropriate techniques to deal with interpersonal problems.

R

. .
. ‘

Use audiovisual equipment.

"Provide leadersbig_for a_youth group, including:
; .

—s - - — o —

Demonstrating a knowledge of ch'ildren's games (see Reg%eation Worker).
Storytelllng, including. demonstrating a knowledge of ch11dren 8 11ter§-
ture (see Library Assistant). ,
Demonstrating a knowledge of safe procedures for children's act1V1t1es.
Descr%blng how youth groups serve as soc1a}121ng agents.

&

-

[

. i : - s o .
Identify, use, or refer people to other groups or resources in the
commumity. that’ can supplement the group program (see Community Resources
Sgec1a11st) ‘ , - ‘ ‘

I R\/
s

e

Provide guidamnce and counseling to people when Appropriate (see Counselor).

¢




‘ . . ., HEALTH CARE WORKER
\.\ - “ Lo g N ¥ [}

. A hedlth care worker is .responsible for prov1d1ng in a home, hospital,
A ., or other 1nst1tution, unden the superv181on of a medical care profe851ona1
B serv1ces that will meet -the phy81caL and efnotional -needs of persons who have
been 1n3ured in an aggident, or who are physxcally or mentally ill due to
- . acute or chronic disease, handicap, or other causes.
. 2 Y . .

0‘0 L

\": . As aﬂhealth-care worker, -1 can:

-
¢ LR : . ‘

- Provide a safe'enyironment.for a patient, indluding: .,
a s . 0.» h
R - Insﬁaliing spec1a1 equipment where needed (e. g., shower bars, .bed
**rails, etc.). ' - . ;

o ; 1
- . v

-' " Provide for the physical and emotional ooqurt of a patient.

h:Y
. - Providé for adequate substitute care when I;am unavailable.
' | 5
- Identify and fill the special nutritional néeds of patients who are
* ¢ acutely ill and/or convalescing, 1nc1ud1ng ’ : s
1
\

. ‘.

%, g Planning and prepag}ng meals to maximize nutritional value.
- - Follow1ng special diets and preparing special meals as required by the
" - ‘patient's condition. ‘ ‘.
: - Enhancing the appearance*of food so as to stimulate a 1agg1ng appetite.
= Supérvising a patient s adherence to spec1a1 diets. s
L . Y .
- " «"Provide for effective medical care for the patient, including:
C . .
' 7 Securing appropriate professional medical advice when needed‘ - .
- Obtaining“emergency medical treatment as necessary. ° ‘
~ Performing routine home‘nursing procedures. o .
" - Transporting the patient to,health facilities. ) :

A

- Practicing preventive med1c1ne. .

~ Knowing how to perform first aid if necessary. ‘ ' :
- Administering medication as directed by medical practitioners. o
- Know&/g and recognizing symptoms of charige or complication of a patiént's

N . - condition. : . .-
- Changing dre851ngs. o : R

R - Admifiistering enemas or douches. " : o
- .

- Maintain hygienic conditions for the patient, including:

. 4 g - . i *
. e - Keeping the ﬁgzient's surroundings clean and germ free. : -

‘ - Regularly laundering clthing and bed linens.

- Helping the patient with personal grgoming——bathing, hair care, mouth
e - "and tooth care, nails.. ’

- Changing ‘bed- 11nens wzthout unduly disturbing the patient.
- Idencify and appropriately use resources in the community which may -enrich
*e -~ the life of the patient, jncluding: L

-

. B . . . [

~ Public services (visiting nurse association; meals for the elderly;
) o . . ) : .
i
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transportation to public facilities, institutionms,

and Medicaid; recordings for the blind, etc.). . )
- Individual services (large-print newspapers and books, home hair care

and grooming, home-bound teachers, etc.). , - .

and events; Medicare

. ‘ °

Document ﬁgtient progress as needed, including: . A
. ) S - ' - .

- Using a thermometer to asséess temperature fluctuationms.

- Knowing and noting symptoms of change in the patient’s state.

- Keepiﬁg{iecords of medication given and noting side effects, if any.

A
‘e

Recognize and prov1de for the psychological and social needs of the ill
and/or elderdy, includingy, /

-~ L4
- Dea11ng with anxiety, depression, loneliness,
- Providing moral support.
- Knowing when to allow visitors and when not to. f g
- Dealing openly and honestly with illness and/or the p0581h311ty of death

and fear. .

Respect and observe precautions concerning confidentiality of patients and
pat tent histories. ; * i '

- . . )
» Follow orders and accept supervision from health care professionals. .

Act as a qourier between various departments of the institution. .

hd . »
Learn and apply the rulés of a spedeZC institution in:" -, N R R
" - Greeting'patients and visitors. ‘ T8
» = Answering telephones. o
- Pgoviding information. . )
- Maintaining -and handling records. g T . .
- Escorting patlents . ‘ - ) \ _
%L Operating equipment- (wheelchairs, stretchers, elevators, etc.). 0
- U51ng special termlnologx and abbreviations.- . o 9.
- Enterlng patient's or ‘treatment rooms. ) *
T Directing questlons to approprlate sources. . .
- Dlscharglng patlents . . - -
N .
Provide support and guidance, fo patiedts and their’ fami'lies under the. |, .
supervlslon of a member of%the religious m1nlstry (see Gouhselor). -
. E S ) .
‘= Plan for anduhelp the patient enJoy approprlate exercise and recreation. .
- Encourage and'aid in the development of self-sufficiency for the patient
w1th1n the limits of His/her illnaess.. -
. ? a
. ‘ -« -
Maintain needed’%uppligs for the patient, including: , -
o L % - . .
- Keeplng ‘medicine and first aid supplles on hand. -
- Shopplng for persenal 1tems required by the patlent. »
" Provide general as31stance in the emexgency room, including: ' < N

~ . . -

~ . . . ‘ o

" [ « 1 - .

. L T 104 98 \\ .
e .' MR . o . VA J
- . s y - \ NN 4 e

@

N

o




E

M 7o Provided by ERiC:

.

.

Q

RIC -

N
. : ‘
-
a

I3

to patients.

- Providing support to patients' families.

- Holdlng patients for suturing, intravenous medlcatlons

- Transportlng pat1ents to other parts of the
or wheelchair.
- Keeping equlpwent closets and cabinets well

Prov1de general assistance in the out(patlent

. *
- Meeting patients.

. - Assistin% profésslonal staff, in giving personal and individual attention

¢
¢

i
and injections.
instibtution via stretcher

)

stocked.

department including:

?

- Alerting appropriate personpel’when emergencies'oécur.

- Filling out ipitial information sheets
. - Escorting patients_ to treatment
- Filing and pulling charts. | T

- Performlng errands for the patient's family, making phone calls

-

“childrén, offeripg coffee.

. Horticulturist/Floral Designer). )

-

- Distribute and collectamenus and help patients to select meals.

-~  Assiét in the pharmacy.by: . e

- Hel ing to salvage unused medications.

- Packgging ed1c1 5. e
- Perfdrming #®0ck control activities:
R )
stgck” . .
4
- M . i ... ' .
- Prov1de recreational activities for patients,
’ 3 B ‘," & o
-Yoga v .. . L4 -

L

tof
1

watching

- Avoiding interference witH professional staff‘act1v1t1es

Deliver flowers to patients and maintain flowers in proper condition (see

< N

N

’ »

7,

5{ .

filiné; checking, and verifying

including:
«

o

- Indoor gardenlng
- Groomlng -

f

- Arts and crafts proyects
- Sports.

o

r

‘= Dr%ma. . .

‘

o

- . Uset up and maintain libraries or magazine collectlons for patients (see
L1brary Assistant). . .
. > R o

Assist id the hospital laboratory, including:

. P , N G

;" - Caring for laboratory animals (see Animal Care Spec1allst)
- Conduc't jJAg laboratory procedures under the direction of’ the profess1onal
.’ staff"(prepare slldes, prepare samples for "analysis, etc.).

- Recording the résults of laboratory tests and procedures.

-—

Organize, supervise andemaintain a playroom for young patients.

-—

Care for a pat1ent promptly and eff1c1entLy at the scene of an accident,
\ > including:

- Y

ta
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- Analyzing the situation and recognizing the potential problems.
Setting priorities under stress. ' '

A -
[

Attending .to"life-threatening emergencies first. .
- Prov1d1ng for the safety and protection of the patient "and caring for
injuries. :

- Searching for medical identification information. -

i [4

Control an.accident'Ecene, including: ) .-
- Examining the patient for 1nJur1es ‘ Tt

- Removing the patient from life-threatening 31tuations\ :
- Exercising care in handling an ambu}anse

- Dealing with bystanders, and taking history from bystanders if negessary.
- Assuming a subordinate role if physiciap is present.

- Correcting life-threatening problems and immobilizing injured parts.’

- Extricating the patient so as to minimize damage to injured parts.

- Responding to patient's and family's needs- for comfort and reassurance.

H

Provide safe and efficient transport and
the way .o the hOSplti} 1nc1ud1ng

ontinuing care of the patient on

- Driving emergency vehicle carefully to minimize disturbance to patient.

- Knowing and abiding by laws and traffic regulations pertaining to ambu-
lances.’

- Knowing efficient routes and. alternate routes to the’ hospital.

- Making proper use of lights and sirens. s

- Riding in compartment with patient. Yo ' .

- Continudlly observing and protecting.patient. ’ ,

- Administering care as indicated or 1nstructed (see. Transportation

Specialist).

Provide orderly transfer of patient and patient information to hospital
emergency department including:

&

- Communicating vital information. - ..
- Delivering patient to emergency departmept.
Alerting emergency room to* potentially &igh priority situations.

)
\\\: A581st1ng emergency department staff as requested. .

-

Complx}ng with hospital regulations.

Perform communication functions, including:
. N . - ’ - . - )
- Dispatching ambulances. \ )

- Requesting additional resources (police or fire).

Alerting emergency room personnel of arrival ‘and condition of
Operating radio communications equipment. s

Follbw1ng Federal Communications Commission (FCC) regulations concerning
equipment.

'-
\ -

Keep records and make reports, including: _
- 13
- Interrogating patient, relatives, bystanders .
- Prov1d1ng information to medical staff and/or police regarding state of
patient and circumstances surrounding accident.
- " M - -
. ,\ ‘
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“

S

Perform basic life-support %unctions, including

- Treating shock.

- Treating trauma and burns. -

-'Using airway adjuncts.

Diagnose and treat medical emergencies: '

- Epileptic seizuras.
~ Traumatic shocks
- Insulin shock.

~ Heart at acﬁ.
- Childbirth assistance.

. . 1 .
7 Psychiatric emérgepcies.

2

cy veﬁicle and

<

-=-Applying splints and bandag@??v
.~ Performing cardiac resuscitation. ,

+

\

-

i

.

equipment, including:

- Maintaining vehicle in a state of readiness.

£ Replenishing supplies.

v

S

)

- Decontaminating and cleanihg equipment routinely after use.

b

o
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-: N - . . HOME MAINTENANCE TECHNICIAN

A home maintenance techn1c1an cares forJ? home and for the equipment in'it.

¢

. As a hode malntenance technlclan I can: .

- . . '
. \L' Manage the overall maintenance of my home, including: .
’, . . ' )

- Asse581ng what needs to be done ! 3
- Determining the costs and~timé 1nvolved including the.'consequences ‘of

‘ postponlng the work. 3 .. . v,
™~ - Giving priority to tasks and detegflnlng the best sequence when several
o tasks Tiust be undertaken. 4 . .

- Determining which, tasks T can do. )

- Selecting people to make otheé repairs on the basis of: .

‘ .. ; . I o
- Information from others, reputations of workers.

. - Cost and time estimates. :

. - Inspection of other-work which the rfepairer has done.

. Inspecting home maintenance work and determiping if it was/is done

properly? o _ :
s < Knowing how to take legal recourse.lf repairs ate 1mproper1y or poorly
. ) done. f\’ . ) S e
- Knowing how to take legal recourse if ;he owner of a bu11d1ng in whlch-
. I am a tefant fa1ls to keep it adequakely malnpalned ) -
T e . . |f
+ - _ Demonstrate my knowledge and skills in carpentry and_constrﬁction, includ-
. A ing: . . . -,
- Designing projects to build: ' " Ve
. . - R . ‘
. - Toys. . L s .
T ‘e : -~ Furniture. . RS . ‘ B
o ’ - Built-ins. and/or cabinets.. " :
w3 ~'Rooms and/or other house additions. . i ‘ o
A éﬁ;k L , Ce . RS -
"~ % *- Executing projects by: . ) )
. . . A AY »
* - Building toys. . ’ -
- Making furniture. . .- - -
‘ ; - Making built-ins and/or cabinets. : ) o 4
. - Adding onto a house or other room changes.' ) P -
- Planning for house remodeling. . . :
- Remodeling a house. : < ' ’ . .
. - Drawing up .construct blueprlnts and layouts. )
R - Interpreting construct blueprlnts and 1ay9uts. .
-~ Selecting approprlate materials fqr construct or remodeling.
- Paneling a wall.\ . .
. ~’In8ta111ng ceiling tiles. / ) . _
e ‘- Installing a fireplace. ' s R " ’ .
.o - Replacing/rehanging a door. , . .
+ . : - ‘ .
Q 4 . . 108 . i OQ . « " 4
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.- Seallng or -

)

- Selectlng and 1nsta111ng woodwork , wood trim, and wood mpuldings to
create an arc¢hitectural effect. . . -

- Applying caulklng and/or weather stripping. L .0

- Select1ng apprOprlate insulatian and/or energy conserv1ng materlals for
use in construction or remodellng " .

- Installing insulation. . #

- Identifying different kinds and qualities of wbods. r,

- Knowing what types and' qualities of wood are\best\f05 varlous con- -
¢+ -+ sttruction uses.

2

e = Demonstrat1ng proper care and’ use of carpentry tooLs. ‘ . )
~ Selecting thé appropriate carpentry and construction tools for a job. ¢
- Installing kitchen :cabinets and/or counter tops. ° LT
- Being alert to the agcident’ hazards ‘around constructhp and tak1ng .
accident preventlon measures. \
Demonstrate my knowledge and sk1lls 'in masonry work, sincluding: i‘

\ -

i Installlng tlles in a bathroom on a k1tchen counter, or for flooring.

/~ Making a cement walk, terrace,.or drlveway ;
* - Making or repairing a flagstone cement block, or brick walk, floor, or,’
‘terrace. e ) .
- Making or repairing a stone, cement block, or brick wall .or fence. .

5 -

Apply putty around ‘loose panes of glass. - <

Replace broken panes of glass. ‘

¢, -
Repair’ or replace flooring, including: .
" N -
- Instailing”’ carpet .tiles or v1nyl/asphalt floor tiles.
- Installing sheet vinyl, asphalt, or 11noleum floor1ng

- Installing wall~to~wall eting. ‘ ) < .

- -Installing, parquet or hardwood floors. ' ce s
- Reflnlshlng hardwood floors. . e :

-- Installing cekramic-tile, quarry tlle, flagstone or brick floors. .
Make mechanical repairs on household items. . . e

MaKe or repair fences and other outdoor features, including:
s ' ' \
- Selecting t&e most appropriate materials for fences and outdoor features.
esurfac1ng an asphalt (blacktop) driveway or walk. ‘
- Designing and/or drawing plans for fences, walkways, and other outdoor
features. : . . :
} - Making an asphalt - (blacktop) walkway. .
- Using railway ties, cement blocks, bricks, etc., to edge walks, create
steps, or make raised flower beds. .
- Making or repa1r1ng wire fenc1ng ~
- Maklng or reparrlng wooden, fenc1ng ’ : .

.
. . A

*

- . Demonstrate‘my knowledge and skill in making electrical repaxrs\ including:

»

- Prevent1ng problems in the electrical system’and appllances }

r ‘

\ ) . . R . * '
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Eﬁlagnéslngz‘/lectrlcal problems. ' .. . T e :
- Correctlng problems in the electr1cal system and app11ances by: . - b
. .
~ Replacing batteries, light bulbs,gand fuses correctly €
. - Replac1ng TV tubes., .. - v
- Installing a TV or hi-fi antenmna. ‘ N :
- installlng a TV or hi-fi signal splitter. )
ewiring lamps, plugs, and/or small appliances. ' s,
~ Rewiring, installing, or replacing electr1cal switches, Outlets fix-
tures, or wiring. g - . .

- Making proper use of electrlcal repair equipment .and diagnostic instru-
ments. N v

'~ Observing safety procedures when working with electricity.. °

- Bulldlng .a radio, intefcom, stereo, or TV from~a kit. S ’

- Assembling and installing an electron1c burglar alarm from a kit.

- Knowing what .to do when an emergency problem occurs with the electrical
system or an electr1€al appltaace. \ 4

° .

Cope with problem insects apd pests, including: . .

-
e

- Preventingﬂhousehold péest and insect problems. L

- Diagnosing evidence of pest and insect ‘problems. ‘ '

- Selecting the best pest or insect control technlque for a given proBlem ¢
- Using pest1c1des and/or indecticides safely and correctly.
- Exterminating when’ necessary . v

- Rodents (mice, rats; etc.). R '
© - Insecis ‘(ants, roaches termltes, etc.).
- \

Demonstrate my knowledge and;sklll 1n m%klng plumblng repairs, 1nclud1ng

. . ’

3

- Preventlng probleﬁs in the plumbing system. -
- Diaghosing problems in the plumbxng system. . , 0 L
- Correctrng plumbing problems by: )

°

° .

Replac1ng washers, gaskets, etc,
- Using a'"plumber 8 frlend" or other techniques to clear blocked }
% plumbing. Lo . ‘e
AdJustlng or replacing a toilet flush mechanlsm. . : T :
= emov;ng items from drain tréps. - ’ “

- lac1ng faucets shower heads, etc.-

¢

L= Repa1r1ng/replac1ng leaky pipes. .
Using shut-off valves to’ ‘prevent plumb1ng emergencies. N
N s, AN
Making proper use of plumbing tools. : i Lo
. Obgerving safe procedures ‘when worklng with plumbinmg. - ¥,
.1! - ‘o -. . e
Demonstrate my knowledge and sklll in paperlng, paantlng, and plasterzhg_ -
incliding: . . o . s T
‘ g:& . ) ) - . . - TR C e -
~* Selecting the mdst appropr1ate wall coVerlng for a g1ven use, location o
* or. problem. . e

- Selectlng the correct painﬂ'for a given use location or problem.

¥
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'~ Selecting equipmént best suited for
and/or for different surfaces.
- Applying paint using a brush, roller

applying different types of paints

v c.,
N .

, Or spray.

- Maintaining painting equipment. . :
- Using spackle or other materials to repair or patch walls or ceilings. .
- Constructing a wall or ceiling using dry-wall (plasgeﬁboard}. ;
» N » » » 3
- Constructing 'a:wall or ceiling using plaster or stucco. )
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K " HOME PLANNER AND DESIGNER

\

A home planner and de81gner selects,avhouse or abartment
furnishings and decor, and carries out or apranges for and oversees the

implementation of these plans.

As a home planner and designer,

iccount: -
A}

- ="Location (access to schooléw

- Cost. (mortga%rd rent, taxes,
- .Availability %
- De81gn.

.. = Structural quallty

work,
friends; freedom from hazards, n01se
owner's fees,
£ servicés and utilities.

I canr

»

.

- Room’arrangement and traffic flow.

- Number and types of rooms.

« 4

.
N

Develop a plan for interior design by:

\

]

L]

»

. -

N\

~

/

4

.

etc.).

Rlans the

~

\Belect living quarters whlch meet family tastes and_ needs, tak1ng into

‘sﬁopping, fecreation, famj ly and
problems,
etc.).

Al

.

Analy21ng the’ phy51cal elements to be considered in planning ‘and:
decoratlng a room (d1mensxons, placement of windows, heating systém,
etc.). :

Analyzing the nonphysical elements to be con81dered in home design (use
by children, aged, or handicapped; cleaning, and preservatlon of ’
decor flex1b111ty, family values, etc.). )
_Analyzing how resources currently available can best be used (ex1st1ng
furniture, carpeting, accessories, etc.).

Determining possible changes or addltlons and the cost and COnséquences
of each. . N )

- x . b ., .. ‘ ’ .
Develop a multistage decorating plan if resources are not available

to implement all-desired changes. ' S : ! .

&

a

-~

Apply principles of chof; texture, and design.in home decorating.-

.
e

Create original home desggns. ' : '
. .

Describe and demonstrat
alter room appearance.

- .

how colgr, light, and ‘space can be used to.
t . . '

-

Identify aesthetic-gui lihes- f3r evaluating and planning home design "

. (balance proportion,‘e c.). . N .
\ P -~ . - 1 ’ ,’
- Research products or ma;erlals w1th which I am unfamlhpar (see: Problem
N~ -
Analyst/Researcher). I L o

b

’

&\

Research archltectural and. home furnishing.styles of historical on
regional interest (see Problem Analyst/Researcher) :
.. - a Vi

PRepare scale draw1ngs of 'a room or house for usé in decorating or in

,hlstorlcal restoratlon (see Artlst/Craftspersoh)

‘s
-

>~ - . " »

¢
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- Identlfy reSOurces which can aid me in restorlng an older home or in

*  ~ assessing the valuesof a‘'new one.

- /)Finish and reﬁinish-wooden‘floors (see Home MaintenaMe Technician). ' :

. Durab111ty,’

’ . . . \ ‘

\DeEermine furniture‘needs. - ) . . :
- Restore, refinish and recycle furniture (see Home Malntenance Techn1c1an) o
. . % ¢
Arrange furniture in‘an- attractive and functional manner. . ' - N\
. v . - * ’ ' o ¢ \
Select upholstery or slipcovers for furnituie, taking into copsideration: e\
i . N N %
- Cost. . y ’ !
- Durability. - ’ Cot
"~ Ease of maintenance. T RS Ll . : . ., .
- Color, texture, and style. | .

Upholster furniture (see,Clothihg and Textile Specialist).

Make slipcovers (see Clothing and Textile Specialist). - L

¢

Evaluate qua11ty when selecting hausehold goods and furnitureé (see
Consumer Rights Specialist). -

~
[y

Determine floor treatments and floor-coveripg needs. ' Lt

a ] ‘ —x N X ”
., v .

Select rugs, -carpets and other floor coverjngs
) , - . ' 'I
- Cost. |, : Cos . .

- Ex1st1ng condition of the floor. . ] ] e

_taking into consideration:

« - Durability. : . . ) - ’ .

- Ease of maintenpance. . \
.= Color, texture, and style. . ) » St
- Noise ‘levels and need for noise control. . ’
Traffic flow in area. - : \ ] . v »
: . . SR

Install linoleum, vinyl tile, ‘or similar floor coverings (see Home

Méintenancq,Technician). ] N
o :

Install wall-to-wall carpéting or carpet tiles (see Home Maintepance N

Techn1c1an) : -,\ . ] . . ‘ .
4
-t

\
%

Determine wall treatments. T I - . ‘.

- . ‘ i ‘ R
v t

Select paint, ‘wallpaper, or other wall treatments, taking into tonsidera- , -

tion: | . . "

- * - R . ) v

. N ) . N A
- Cost! '’ ! .

Existing condltlon of the walls. . ) . N, K

.
[N .

Ease of maintenance. . - . . -
Color, texture, and style. A ' - > o '



L

[
( R ) - vt N L T .
- v
. t l
- Noise levels and need for noise control. . -

Y - -
. . . ’ \ BTN Y ¢
S - ¢ Paint a room (sée Homfe Maintenance Technicihn). .

. N

v -

. . Wallpaper a room (sée Home Maintenance.Technician). - .-

-

. -
.

g ¢ : P
Panel a room (see Home Maintenance Technician).

~

" o - .
K Select ceiling treatment taking into consideration: °
) - -

.
.
.

- Cost. ’ . ‘
.- Exlstlng condltlon of the cellfhg

- Ease of maintenance.

- Color, texture, and style.

- Noiee levels and need for noise cowﬁrol. L

L e Tnstall ce111ng t11es (see Hpme Maintenance Technicin).
' ; v - ’
' -= v+ Manage yard and garden care (see Hprticulturlst/Floral Designer).
- ' ' \ < * )
) -.  Manage the redecoration of a goSm‘Pr home: ) =S

. ’

. N - Determine,which tasks I cap do. - '> .
¢ - Select ‘people .to do thF work. e ] ®
= Negotlate contracts with workers or suppliers. . -~
. . = Read and.interpret contracts and warranties (se& Civil/Legal Rights
. Worker). '
~ - Explain my legal recourse if the work is 1mproper1 done, if furmniture
or goods are faulty, etc. (see Consumer Economics ?bec1allst and Civil/"
) Legal Rights Worker). W .- . t
. --Prepare cost estimates for work to be done.
. - Determine the best means of f1nanc1ng the redecoration (see Consumer
. e —
N : Ecoromics Specialist, and Financial Manager). . !
. e - Reep accurate records of “work and payments.

_Identlfy and correct condltlons in the hpme wh1ch are fire or safety

.

N . .
. ) hazards. " ! .
v ' : ¢
. Preveﬁt home condltlons which 1ncrease the potent1a1 for fire (worn
wiring, spilled f1ammable 11qu1ds etc.) .~

D]

2 4 '_ ~
- @~ . Select household goods and pgoducts that do not(yresegp eﬁgrds._:
Z .
' .

, .
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. HORTICULTURISf/FLORAL DESIGNER

A horthculturlst/floral designer is concerned w1th the practical aspects

of growxng.(prQCurlng, planting, maintenance, etc.) trees, fruits, vegetables,
flowers, and ornamental plants.

« P

v

As a horticultmrist/floral designer,.i can:

© -

» . . .

.

Demonstrate my knowledée of the environmental influences which affect
plant growth by: - .

N

- Describing the properties of various kinds of Soil including:

., .

How,to test the- 301I : ¥

How to change soil propeftles.

How to’ 1dent1fy plants which need or prov1de various soil propert1es.
How to improve soil drainage or prevent erosion. ' ‘

How to get assistance with soil“problems. . s

How to mix fertrllzers appropr1ately .

"How to prepare compost or alter the soil propert1es organically.

How to prepare soil prior to plant1ng - ¢

How to maintain spil after the growing season--1f outdoors.’

‘How to use the tools frequently needed in all soil work. .

Descr1b1ng methods of providing an opt1mum env1ronment for the Various
kinds of plants I grow {moisture in the air, llghtlng, temperature,
efc.). . )

- Describing pethods of-protectlng plants from the adverse effects of

environmental influences which I can 't alter -

.

Demonstrate my knowledge of the biological functioning of Plants by:

'

< Namlng all the papks of vatious k1nds of plants-and the functlon ‘they
serve for the pl“nt. ‘. e

- Describing the process by wh1ch a plant gets its: nour1shment )

- Describing the process of regeneratlon for various kinds of plants.

- Descr1b1ng ‘the clas31f1cat10n system used in ordering plants 1nto
groups. o ) . .

Demonstrate my knowledge of plantlng and transplaptlng procedures

by PR - . , L

- L .

Ident1fy1ng the spec1al care ;o be taken wh11e tranSportlng and trans-
plafiting a tree, shrub, or plant. T \ \
Describing the qualrtles of a plant to be cons1dered pr10r to purchasing
or transplanting.. %
Descrihang the growing season of varlous plants and Jhow ‘to determine
when and where to plant seeds ot seedllngs. . -
Selecting approprrately between the varieties of plants or seeds ava11-
able to md. T . L e
Demonstrating plantlng_tQEhnlques -
Selecting containers apprepriate for various types of ornamental and/or
indoor plants. : i - ’

A i 7ox: Provided by ERIC
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Demonstrate my knowledge of ‘hazards affectlng plants and how to remedy
_them by . 4 .o e Lot

.. N R . ¥
.’ . . .

- Descrfglng the dlffepences between an1mals and 1nsects wh1ch are

harmful to the plants I grow,and those which d1rectly or.1nd1rectly help
- the plants (bees and cross-pollination, lady bugs which eat aphidg that .

~

eat leaves, etc.). . -
* -~ Detecting and d1agnos1ng plant damage effectively, LN g
o= Preventlng damage to°plants from insects and an@mals by using organlc'.
' . and/or inorganic ‘methBds. . - ,
.« ._ * - Using various method§ of weed'control: . /

- Describing the cost/&ffectiveness aspects qf the various methods of -
insect and weedlcontrol described above
- Descrlblng the resources avallable to me to obtaln ass1stance .with-

/ . these k1nds -of problems. T
- Using and explalnlng any tools or mater1als used in.pest or weed control
“ ° ‘ a
) . = ° Demonstrate my kndwledge of plant malntenance by :
T - Arranging my resources to allow for optimum plamt maintenance: - '
. - Diagnosing a need for, a change in maintenance, procedures and proceedlng
to test my diagnosis.
i - Providing the care that different plants need for optlmum growth
*  -'Harvesting- effectlvely . L. .
v * ‘ : . fF . 4 -
- Demonstrate my knowledge of a partlcular method, or part of a method, ‘for
growing or carlng for plants (organ1c garden1ng, creating hybrlds,\etc ).
-ﬁ A -
- Demonstrate my in-depth kﬁowledge of a particular kind of plant and its.
. care. . L . -
\\\“\; - . o ' > -
-  "Demonstrate my knowledge of harvesting vegetables, fruits, and fldwers: - ‘
- Demonstrate my knowledge of prgper care for plant pxodpcts {flowérs orice
© they have been cut; vegetables once they havé been harvested),
P » .
. .- Demonstrate knowledge and teohnlques of plaat pruning to_}%c111tate )
growth and/or flowering under . the folIowing circumstances: ) ‘ T
» - - ) v - N
.o . LN
. = Doring the different seasons. . . . . '
. - After "transplanting. . . . .o N )
.= Fot ornamental effects. . v . : e . ) .
’ &\‘ v
- Demonst;ate my knowledge and skills-as a landscape ardhltect 1ncludrpg ”
- Evaluating and planning grow1ng space based on needs and use. _ . .
= Sélecting trees, plants, pav1ng, etc. appropr1ate to’ thé site and use.
- Changing eutdoor areas in accordance w1th changing capab111t1es for i
care and maintenance. S el
. - Changing oufdoor. areas in accordance with changing use. ’ ’
. s A N
' . .- ’ ” . N y
, - . . »" s
+ Y &
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"~ Evaluating plapts, trees, shrubs, etc.’, before purchase, for their
\ ) syitability to climate, location, growing conditions, etc. .
. ; - Determining the cost of implementing and maintaining a given landscape ’

plan. . s

’,
~, “ ¢

) Apply principles of_color, "texture and design in floral arranging.
Identify the aesthetie guidelines for planning floral arrangements

~+ (balance, proportion, etc.). .

s ' ‘ L v

Identify commorf plants and flowers and giJe their correct names.

-

t E

.

v
R
o
-
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) g% HUMAN RESOURCES SPECIALIST ©

Humanp resources éan
utilization of people, Et
program, or act1v1ty

‘».

I 2

(4

ement involves allocatlng and monitoring the
ir time and their talents, within an organlzatlan,

.

. v . 1 .
As a human resour?ésuspec1allax, I can: . o

FERNI
. .:m

N

1 £,

. Determine the num eT and type of individuals and the amount of
time needed to acépmpllsh a given task or activity.

- Prepare a stafflgéaPlan\and present the rationale for it.

1

“

- Prépare staffing need pro;ectlons on the basis of h1stor1cal data

and ana1y81s.

, .

4

- Prepare staffing need pro;ectldns on the basis of problem survey
data (see Problem Analyst/Researcher)

B

A}

- Explain the relationship bethee®a partlcular job and organiza-
tion/agency/program mission (see Teacher/Trainer).

- . Prepare cost estimates for the use of personnel and their time

(see Financial Manager).

.

.

- Degermlne the cost/effectiveness of alternative plans for personnel
allocation. ¥ -/

- Prepare job descriptions.

o

4

Select ‘and/or recruit individuals for a variety of jobs.

’

- v Prepaxe advertisements to recruit personnel (see Public- ReLé/lons/

Commun1qations Worker).

a8

B

pepple toitake part in volunteer “work.

13 .

!

L
4

- Arrange for and/or. conduct the organlzatlonal1soc1allzat10n of
. personnel (see Teacher/Trainer).

Trainer)

L1

a

.

}\ - ¢
- Targéék dvertlsements tgward paid and/or volunteer workers.
- . Demdn Qrate an-understandlng of the needs and motives which 1ead

- Ar;ange for and monitor the job training of personnel (see Teacher/
28acter.

-

3

4

- fDemonstrate a knowledge of the psychological principles wh1ch govern

v U Establish and maintain procedures to monitor work quality and

quantlty.

,’ ¢ '

~

3peop1e 8 behav1or in work situations.

»

’

Mon1tor the quality and quantlty of work performed by individuals

“f .and/or task groups.

‘s

-
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+

- . ‘ #
c - Develop and use techniques which will minimize conflicts between 4 P

/ Counsel with workers who, are not performlng up to organlzatlonal

. standards. - ) s £

paid and volunteer workers.. . \

- Demonstrate the ability to use appropriate technlques to solve
interpersonal problems (seé Counselor) F
' /

*
‘Use recognltlon or other psych1c reyards to keep volunteer worke s

. involved and productive. . £

B

°

- Help volunteers see the relevance of the1r organlzitlon/agency
P experience to their long-range career goals and/or personal
development

‘ y
- Develop and maintain a system of evaluat}ve records of job N

., performance.
hY

- aH%lp supervisors‘deal'with personnel problems.

» .

- Maintain time and salary records for paid workers. -
- Conduct salary admiflistration and performance reviews for pa}d
vworkers (see F1nanc1al Manager) .

+

- Codduct performance reviews for volunteer workers. >

- Handle outplacements and términations. C

M 5 oy ' . > s .

- Train others i¥ personnel management~{g;e Teacher/Trainer). \

- Understand and keep 1n£@rmed about labor laws {(such as Taft- .
Hartley) ’

= Review and keep up-to-date ofi‘changes in state and federal laws -
for employee compensation and benefits. -

<* Develop an affirmative action program and monitor compliance.

-- Plan and implement programs for staff development. '

¥ . ‘ .

I\ - \‘

Plan and monitor a retirement -program. ~ \

Deal with employee relations problems and develop programs to meet
employee relatlons needs. .

?

- Plan and implement personnel policies and,fev1ew them regularly for
needed changés. . ‘ .




LIBRARY ASSISTANT

A library a551stant helps 11brary users and ass1s
technical fervices.

»

As a library assistant, I can:

Develop and/or maintain current files of special

-
0y

.

NewspapQr c11pp1ngs.
Magazine articles.

Pictures. .
Informal reports of local and commqnity groups.

-

Slide projector.
Film projector.
Tape recorder.
Record player.
Microfiche/microfidm reader/printer.
Videotape machine.

Y

L . ~

-

. [

#

'.
» I3

[

\
\

-

Slide prodector.
Film prejector.
Tape recorder.
Record player.
Mlcroflche/mlcrofllm reader/printer.

V1deotape machine.? *
kY

%

<

Use data processirg equipment "to check out/check
overdue materials, etc.

Typing purchase orders, catalogue cards, etc.
. . . 2]
Checking invoices on new orders.

Processing incoming orders. <

«

Alphabetizing, sorting and f111ng catalogue ¢
Putting 11brary\plate card pockets, etc., in

Assist with the circulation of library materials,

. e
.Checking out materials.

Locating special materials and placing them on
Issuing and/or checklgvd}lbrary users' cards.
—(Preparing overdue notices.
Sorting and shelving books.

!

1

. about "'weeding out the collection.

* L)

O
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120

172

«

s 7
e
>

Direct others in the use of audiéqisual equipment,
» . . : -

Assist liprarian in purchasing and procéssing library materials,

Reproducing (photocopying) catalogue ¢ards, orders,

b

’

ts the 1¢%rary stafﬁ in o

;
E

+ Y *
materials, such as:

" Use and maintain audiovisual -equipment, wsuch’ as:

such as: '

.

¢
a\tl , jdentify

1Ln materx

_such as:

etg.
rds, orders, etc.
ew materﬁ?ls.

includidg:

+
‘reserve.

"Reading the shelves" to see that materials are in proper location.
Rev1ew1ng ‘the c1rCu1ht10n reco:g of materials'to help.ln decisions*®

.
-

i
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' , = Making an inventory of materials to identify items that may be missing
L ., or mlsflled ) .
- Inspectlng books for” wear/damage/need of replacement
- Help with user services, including:
. : . o .
N ‘ w'- Providing information on library services, facilities and rules.
v - Apswering questions that involve fact-finding in standard reference
sources. - .
- Helplng users 1ocate materials by use of the card catalogue.
- ' 'Work with preschool—age children, by: o v ' '
. - Stqryteliing. } ] : ‘ .
. \ « + Using puppets. N
- ~ Using aud10v1sua1 materials. ) '
- Reading aloud. -
: - Work with school-age ﬁhildren, including:
N - Helping them to differentiate between materials whicﬁvgromote learning
‘ -and those which provide enjoyment only. . . .
‘ - Helplng them learn how to-carry out library research ” >
. - Helping them learn how to select mater1a1s approqtlate for their age, -
reading ability, and 1nterests ’
- Develoﬁ displays and‘special exhibits, including: .
! ) ) : : )
- Seasonal/holiday. x. .
- Commynity events. ¢ .
- Ethnic/cultural. heritage.” ,
’ ~ Special interests (arts, crafts, hobbies, travel, etc.). .
- Library programs, activities, services.
- Develop posters, Ieaflets and other brothures about 11brary programéyhnd . .
services. . .
~ .- TR I -/
- Organize and maintain materials by: \ . -
. - - Indexing‘local newspapers. )
' - Repairing/re-covering books. - ' .

e

= Filing newspapers and periodicals,
Recording books, articles, etc., on tape. <

. ”~
- - Demonstrate knowledge in the use of office equipment, such as:

S~
H

-~ Typewriter. _ .o
- Xerox.
, { - Mimeograph,
= Duplicating machine. . .
- Determine the needs of library users and refer them to the appropriate
maferiaLs: . .

- ' .

9 . P
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v

—
[}

3

- spec1a1 11brary materials wh1ch %ill meet théir needs.

v

) . L.
- Reference books. - %

**- Books on specific shbjects. v

- Children's bqoks. N
- Periodicals, o

- Audiovisual materials, : .

-.Vertical file materials. ' . . T
- Special collections. ) !

Analyze the appropriateness of
,

N

= Children of different ages. o
--Individuals with handicaps:

- Visual. ' . , -

- Hearing. ) (

- Physical. ’
-~ Mental, - .

- Individugls with_limited ability to'read/speak English.

' ~
a

.Evaluate the approprlateness of nonprlnt materlals (fllms, records,. etc. )
for specific groups and/or activimies, *° -
. i ‘ . .

b
Demonstrate my sensitivity to and awareness of community attitudes and
concerns- when planning. - .
. ) Y

"Assist parents, teachers !kd others working with children .in selecting

appropriate matesjals. « .
~N ¥
ASSlS{ 1nd1v1duals wlth handxcaps (e g, ygsual) in locating, and u81ng

. e "4 : .
Assist with programs %nd Qq;&ghops for library vblunteer programs:
- Reading s Ft,md.ament:ail. . *3(!2:,,:?;
- Literacy volunteers. . d
- Frlends of* the 11brary -’

*
. oo . ‘
AN <
eg, L v,

B [ 1 u-’ru v

k)
Assist with the development of’ blbllographles;%ﬁ other lists of library

materlals on selected toprcs.
LX

.Y .
&5 % o ; .
L 2 1‘2‘2 '

- .

—




- MUSEUM ASSIJTANT ‘ |

Museum assistants describe-and ‘discuss museum exﬁibits,with gjbups

of individuals -to imprqve understanding of what is being seen. They may .
work in art galleries or museums; imn historical buildings, museums, )
reconstructions, or parks; in science or natutral h1story museums; Or in >
z00s. Other types of museum staff assistants may work in preparlng,

preserv1ng, or restoring materials for display,_in caring for plants or

animals, in performrng tasks or activities as part of ‘the museun's
demonstrations, or in conducting research. - *

As a museum’assistant, I can:: . B |

. N
i ’ .

Plan and prepare a 1ecture-tour for children and/or adults.

s Translate information and facts to a level of ungderstanding appro- -
" priate to the background “and experlence of the audience. ’

N - 1y N o

Deliyer #a lecturertour without notes buf following a suggested)
outlire. y -

. h -

1~

Modify the information given in a 1ecture-tour to suit children of
various ages. .o _ v
L ’ -
Develop and use techniques wh1ch arouse curiosity and prov1de
dlscu551on during the lecture-tour. ] .
. .

Demonstrate a knowledge of and the'ability to.use ‘a library and
other refefence'resources. C

"Read the natuge '“of a group during the first ten minutes of a -\7
1ecture—ggyr and modify the rema1nder~of the lecture-tour as appro- /
_priate. . . . “ ’

«

. -
Know ﬁhefgilterla on which to Judge a work of art. .
° o .il\\f .\“. ) t

- Plan a 1ecture~tour to meet specified educat10na1 obJectlves <$§ﬁé§§

ﬂ_ - e
Know the criteria on which to Judge ocher lectures.

.

Speak in public with confidence. * ‘ .

Understand aP§~be able to use techniques of group dynamics.

.Understand 'and be able to explain the policies of the‘organizaJion or
‘institution. L. .7 . .

.~Ded3hstrate my knowledge of:

y - ] ~
.- Art hsstory. w .
- Art techniques (see Artlst/Craftsperson) P
- World .and/or national history. . 4 ) .
- State and/or local history. | b .
> ’ . PRI . |
. . ' e e, ) ‘ .
. , 123 , . ' -
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N

- Plants (see Horticulturist/Floral Designer).
- Animals (see Animal Care Specialist).

- ='Science. « T
~ - . » .
- Other areas. (Specify) - o . y,
+ 3 . \' . :'
- " . * - ‘ - s _ &
Describe methods of research and investigation (see Problem Analyst/
Researcher). : B '
Prepare museum support materials (see Public Relations/Communica- .

tions Worker).
tions Worker

Demonstrate my knowled;ékaf teaching methods and materialg (see -
Teacher/Trainer). ; ’

Develop written materials for use in lécture-tours. . .

- ' Y
- -

L4 . B N
Use audiovisual materials in conjunction with legture-tours. L

3 -
. Demonstrate craft techniqﬂas. ¥ . ) <
. »
v M .
Take part in "living hissory" depictions/demonstigtions. ,
, ( . _ ‘

t . . -

Explain the reasons and purposes for museums, 2z00S, etc.
l °‘
Know how to care for living plants and/or aalmals which are p%rt o
of the collection. : R
r - .

Know how to care for and ma1nta1n the materlals and equlpment in \
th llection.’ . ) ‘

’ , »
Develop and maintain & library of materials relevant to my lecture-
tour specialty. J 5

"
L3

Train othd#rs to work as staff assistanté;ﬁsee Teacher/Trainer).

. 1

Work with members of the professional staff énd/or with members of\
the supervising'board. :

, b«
- - » N
’ | N N -
¢
- b . ) N i /
*7 > r
r <A, ~
- i f 1 N —_— - L]
- . *
-
. . /
“~—
- . “\.
- 3
‘ L ]
. x ~ =
\ -
. .
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-=* Perform before an audience with poise and self-confideng&; ~

: ~ . “s ’ N .
- . PERFORMING ARTS S.PECIALIST ) . :
~ N . <%

A performing arts® specialist uses skills yelated to drama, music,
or dance to producé or take part in plays, concerts, films, broadcasts
and similar events, ’

~

As a performing. arts specialist, I can:

- .

»

- Spea( clearly and disfinctly. M

.- Memoria® a script, composition, or dance routine and respond to

cues from others. )
4 . .

- Express feelings ,and emotions through body‘mavement, voice inflec-
tion, or instrumental style and interpré&ation. . ‘

-~

- Understand the ideas and feelings that an apthor; compoéer or

’ » »
choreographer 1is trying to convey and make them clear to others.
vh . ° "
- Instruct, others 1in the basic techniques of drama, dance? ar musical
per formance (see Teacher/Trainer). - '

’ . . . ) ¢
- . Direct actors and other workers in Producing a play, broadcast, or

K film, = .
A ‘- . 4 5 )

- Select sc:ipts;‘danceq or musical compositions that are appropriate

for my ability, the abilities of those performing with me, and/or
the nature of the audience. ' :
. Pl

- N -
. v

- Direct ‘and conduct othér musicians.in a choir, band, orchestra, or
dance’ group. ) - i

.

- 1

- ecognize, exp{ain, and follow the symbols involved in musical

interpretation. VA «\\ : .
¥ ¢ ) .

. L
- Explain the épecial characteristics of d%fferent,mus%eal instru-
* ments and consider their effects when composing or.adranging.

- Apply musical theory in perfbrming‘in or composi@g, afgg;ging; or
- conducting for instrumental or vocal groups. . .-

' . 14 v

- Sight-read music. p : v . . -

. . W . o , " - s . -
- Create dance-routines for myself or others. -0 '
- Move with ri§fthm and grace and in coordirfation with other .

., performers.’ - . : . ) C— .3 :
- T ' W Ca TN . *.
- Demonstrat€ tHe basic steps or routines in‘ope or ore-types of V4

» dancing (ballet, tap, etg.).

. .
Pl

3

)

L)

@
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- PROBLEM ANALYST/RESEARCHER v
< . ‘ . e o
. 4 A problem analyst/researcher systematically assesses ‘a topic or the ‘s
current status and/or needs related to a problem, program or ervice to

1deht1fy causal ,factord and possible solutions. The problem’ analyst/researcher
usually collects original data; sometimes the problem analyst/researcher uses ,

or reanalyzes.data collected by oqhers . ‘ ' ) .

N

.
’

“

s a problem analyst/researcher, I can: 0‘

y evelop plan(s) for 1nvest1gat}ng the problem area. ‘ s — .
P , P ., ¢ v.‘ L 4 Q/
€ 3
Identify and obtaln 1nformatlon aboyt : — ¥ -
’ ‘ . - ° ) J:. "
- The target populations affected§hy th: prablem. ? ' T
- The sourcgs of power, which can cilitate or block* the implemen-, °
tation of change (see Advocate/Change gent for related . oL
activities). ct \
- The existing prog‘pns, resources, and other factors wh1ch impact [
on the problem. ‘ . . ) L, L . - =
s ! .I Ct -
Assess the 1mpact .of the precedfng factors on.the problem ared by .
vVarious data colleptlon techniques such as\gnterv1ew1ng, surveylng, R !
public discussions, etc. . . » .
v gt
Compile a'11st of specific needs or problems d?thln the problem area. Ve
o 4 ‘ .
« P J
Give prlorLty to those needs and problems which are most 1mportant and’
practical to pursue. ' i

'r. . N ¢
Define potentlal actlons in terms of cost/effectlvenes : -

~ v
- . -

N
. -
-
.
.

Describe the problem area(s) for purpoSes of program development by
/-

J<

- Summarlzlng data for ease in interpretation.
- Keeplng records .of contacts and resources. -

Tt

“

1}

i N

‘ .
\JM?Scribe the nature of organizational an& community structures as they -

rglate to the pgroblem area and its potential solutions.-
- . - d ’

Select problem ar%@(s) relevant to organizational needs. e
¥

Limit the—tesearchAfocus by:5 " .
- :

~
L

~/
L4

‘et

Conéeptdalizing issues. .

Defining variables. - ’

Making operational releyant measures. <

Identifying the unit of analysis.
i h th . : ’

Generat}ng ypo e;es . . . .

Collect'backgroundﬂihformation by: < T,
. - - X ’ i ) . Y

. . . . ,
6. , - l Y ¢ .
A -

.
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T Locating information sources such as: _ . : .
- » . . .' . ~ v \
# - Written materials. .
. ¢« - . _ - Data bahks. ' v i
- Interviews. ‘ . ’ ’
B -.Surveys. ‘ ’ . i L, -
Y ~ * . ) - ’ &o R
. -<Symmarizing past experience with problems. — . ‘
- Evaiuatlng the ut111ty of past efforts. ' . ‘1
* \
st Destgn restarch, by: N . A . N
i . € b . B . . - . . - L ]
-~ Selecting research design.
- . - Selecting sampling teohplques. . 3
9 - Seletting survey techiniques. ' . . X
- " = Developing'practical plans of 1dent;fy1ng T
. ] ‘
. ¢ = Needs. ‘:' . ‘
, . - . ) .
) ‘v = Time R }f
- Costs. ) , . ’ .
. - Personnel. . - . ]
’ ~ Mandge proposal.development, by: R . )
. I'g - . .
N ’ . ' T : s . 3 . ®
. iy « Locating potential sources of funding,(see Fund Raiser). -
AN . . = Writing a propasal- to includé:
f i - R 7
L] M e ~- . )
L - Background. . . > .
) ¢ - Design. . et : “\
..~ Time and cost estimates. v e .
" V- Expected outcomes. : y
K - Ut111ty of research t&“the organizatipn and to the 1arger society.
. - e /b
+ =" = Meeting with funding agenc1es to promote the proposal.’
. :’ - Adapting proposal to meet requ1rements of fundlng source. s
, ’ Ry . . ° & . N % .
- Obtain data to: - - » . N =
. . - - . ° A e
- Fostgr cooperation with community groups and/or relevant .
. . " institutions ‘and agencies #o gain their support for the
A W regsearch, . _ 0 i -
. ~ Recruit and tra1n data collectors. ’,
. - Select’ approprlate 'data collecting 1n$truments. \
- . - Design.and validate new data collecting instruments. ' ’
. ‘ - Use appropriate gampling and survey techniques. Lo .
. b .~ Monitor data collected for quality comtrol. . v T - .
. 4 -
e ~'  Obtain the informed consent of.participants. . S, =7
- N « . .
.- Obtain data from existing information banks. ' o ' ' .
'S - - - N . -~
. : - , :
- Process data to: - .
- e -. . L .
. , 4 .a9 ;; Yy \ . o
) ’ - N
: - - I . -
9 - , N ] *
, .
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- % .- . ‘ . . 1 19 ’ < ) r .
o . P SO T e - ;l * - - R




g . ™ .
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- ¢ ' S
¢ ~ R v .
- Develop coding procedures. . -
- Train coders. . - - .
—- Supervise coders for quality contrgl. ) ® i
- Select and implemgnt other data reduction procedures.
- Develop computer programs appropriate for thg_reéearch’design:
. - .
.3 * . ¢ “ ¢
’ - Analyze and summarike data by using: .
v ¢ ° - )
. - Avefﬁges or other ‘measures of ;central tendency. .
- Measures of diSpersion or ‘deviation. :
~ - Measures describing rglations (correlgtions).’ . )
’ 4~ Other techniques of bivariate or multivariate analysis.
. ;‘Tables or other means of categorical aggregation. o
=~ Graphs and charts. ¢ .. -
- Tests‘of significance.” % .
¢ - Experimental effects analysis. @ ~-
: -, Nonexperimental cauwal analysis. - s \
) . ) i « \ . -
‘% . \A T . “ N “
+* = .'Make inferences from data. ) N oo -
7 - . Make conclusions and recommendations from data to: \§
. < Formulate planning récommendations: ' : L
- - Make recoémmendations for further” study.
: - Develop policy recommendations. ' - . %
3 = . 0 . . .
- Write research report(s).
’ © B
“ [ D}ssemlnate.weﬁéarch results to appropriaté groups. >
. . s - . R o b4 @ v LRV
. . ) ; .‘ ! '@ ] ’
N\ -~ »
, , . ~ .
AT ’ ) -
: ® ’ .
. . . el
L] LY A %
N ‘ ~
., . - ! @ ’
L4 . 3 . .
’ a - )
- -0 - .~
. - v - E-
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—~—” - 3 - N :
k3 ~ «
. . . S
’ . -
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N PUBLIC RELATIONS/COMMUNICATIONS WORKER -~ -
A ve,

" Public relations and communications are used‘;o 1ncrease-know1edge
and understandlng of an organization, its products, and/og its program.
Public relat:ons/communlcatlons workers, disseminate information to

individuhls and groups outside of the organlzatlon or agency. They also
process information recejived from out51de the organization.

In carrying out my work in public relations and communications,

I can: . B . i

- .

-

Conceptuallze commun1ca;1ons and public reﬂatlons programs wh1ch
) 1nterpret the goaks’of the organlzaC1on.

- Plar and develop a pubIlc relations program. \ _

-~ .
L

- . 'Identify target audiences.

- Determine the communlcatlons technlque(s) approprlate to each
audience. ’ .

. -
- _  Gather information-by:

- Conducting'inqSiyiews.
Confirming fact

- Identifying tfends. ) N
- Locating background data. R
(see Problem Analyst/Researchgfv) . )
- Idgntify represéﬁtatives of other organizatibns and of local, state
and fedegzal-govérnments to teceive information about organlzatlopal
. activities. .
< Establish ,an interchange with appropriate representatives from:
. N A :
- . 1]
- Members of the target group. -
~~ Volunteer coordinating agencies.
- Private and civic organizations. )
o - Business, industry and profe331onal groups. -
- Foundations. : . o v
= Local government. . '
- State, government. . : . o
- Federal government. . ‘
p (see Fund Raiser and Advocate/Change Agent.) |
- Write the following: ' . t.’
. L3
! ' )
. .= News stories. ‘ N :
- Feature®stories. O ’
- Fact-sHeets for editorial background !
- Reports. . ) .
- = Speeches. ) )
- Scripts for-radio/television. S A
: - A
. ' n >
PR 123 :
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- Other materials descr1b1ng the organlzatlon and its program for .
the pub11c 'y
(see Teacher/Traider for internal publications.)
. / . v
Prepare audiovisual material's,’ videotdpes, and/or films by:"
)

©
v

- Utlllzlng audlotape and/or v1deotape equlpment
- Utifieing photographic equ1pment. ' e, ]
- Directing acting, speaklng, and f11m1ng - CL
= Prepare:visuai materials, such as: i . .
© ’ ' "
- Photographlng events for news med1a or other publlcatlons. '
- Designing and prepgging art work. -
- Designing displays and/or posters. s

o= CoBidrhate development of materials for production, such as:
B N rs -

- Edit publications. . ’ o

-~ Edit films and/or tapes.

- Design layouts. -

] 1

' c
- Work with prihters, publishers, and/oﬁ-producers.
. ’ o - <
-* _Aork with mass media (press, rad%g, television) .to: * o
» =~ Select’ optimum outlets for placement of faterial: and identify
contacts’ - MRN —
- Adapt and edit materials accondlng tqgmass media standards.
~ Conduct press conferences. .- .
- Malntaln good, relgtions to facilitate placement of material.
' 4 ® . .
- Speak ‘publicly, ‘such as: .
- Deliver speecﬁes.
. '~ Promote an organization, program, or “service (see Advocate/
Change Agent). . N
-~ Participate as a member of a panel or debate group.
- Give interviews.’ .
- Conduct or moderate intérviews, panel discussions, debates.

i .

- ' Publicize and promote organizational materials. . , .8
. LN ’ ' . - . o ’
. . . X g e .
- Plan digtribution of publications afd other materials.
N PR L 4 T, *
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RECREATION WORKE
- - i
A recreation worker leads or assists a’fe::er of recreational activities

for specified groups in the setting of a school, community, social, or church
related organization. ) . ’

As a recreation worker, I can: <
Develop recreational programs and activities that foster individual and
group development. .

-

_Develop specific goalseand plans for particular recreational activities.
’ L]

Identify resources in personnel, money, materials, time, and
authority needed to implement a recreational program.
Develop and use techniques which will .enhance relations among people.

. '. . L4 . . - .
Demonstrate ability to use. appropriate techniques to solve interpersonal
problems. . .

o rl

Demonstrate knowledge of teaching methods and materials (see Teacher/
Trainer). '
Develop and maintain a 1ibrary or-collection of relevant materials,
games, and other recreatlonal equlment and supplies.

« £

Plan and organize cooperatlve and compet1t1ve activities and know when

each’is approprlatef; : o o~

)

0

Teach: pne or more of the following:
Games,
Crafts.
Music.
Dance.
Dramatics.
Art,
Outdoor SklllSu
Conservation.
Cooking., ~
Sports.
Camping. .
r" ‘ o ‘
Demonstrate knpwledge of the use and care ‘of audiovisual equlpment
gymnastic and sports equlpment tools,’crafts equipment, and camping
f equlpment ’

A

S L .
Speak publicly, 'including:
- Articulating rules and procedures to participants.
- Promot1ng ‘thé organlzatlon and its activities to potent1a1 sponsors.
- Pub1h01z1ng gpecial events,
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Establish rapport with individuals of diverse backgrounds. :
Raise funds for a recreational program (see Fund Raiser).

Demonstrate techniques to prevent or limit conflict between individuals,
\ ¢ N °

 Demonstrate knowledge.of safety precautions required by potentially

hazardous activities'in sports, crafts, camping, etc.
Determine the urgency of a problem and handle it appropriately.

o .

Demonstrate a knowledge of individual érowtﬁ and development.

. °

Select, recreational activities that will help 1nd1v1duals learn -desired
skills and attitudes.,
X

Keep records of individual and group progress.

Understand and use‘tebhniqﬁes of group dynamics.

T

Plan and carry out field tr1ps to sporting events, dramatic presen-
tations, concerts, recreation areas, museums, z00s, etc.

v . » » * ‘q.
Develop positive participant attitudes by:
ebecting appropriate activities. .
r§viding positive feedback.

Provide advice ‘and informal counseling to participants.,

. - or o e NN
Determine participant ipterests and plan activities around them.

Demonstrate knowledge of capacities and needs of special gfoupsf -
- Preschool children. ’ ‘ ’
= Children daring early school years.

= Adolescents.

- Boys/Girls.

-~ The elderly. .

= The phy81ca11y handlcapped
- The méntally handicapped.
- Single parents.

Budget existing funds &see Financial Manager).

Recognize ‘and deal with medical emergencies (see Health ;Lre Workér) .

Intenact approprlately and- adaptlvely W1th personnel and goals of the

sponsorlng agency.
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.~ SALES WORKER/ORGANIZER .
. ) i . ;
. ¢, A sales worker/organizer operates or supervises the operations of
" a store or sale or. the selling of an item or service.
As a sales worker/organizer, I can:- . \f7
\ . .
Q‘ 3 . » '
- Assess potential markets for products or services that might be
offered.
- 7y Select items or .services to sell that are appropriate for the
f . organlzatlon/group image and goals. L.
} 28 °
- Select sites, neighborhobds, or locations for a sale or store on
the basis of information about potential customers, costs, etc.
: - Determine if sales permits, leases, etc., will be needed and obtain
them. ‘) ' i
- Identify or select the intended clientele or target population for S
. a store or sale. T =
N : @ . L.
g - _. Determine the prices of items or services on the basis of cost and
overhead factors.. R
- ‘Establish agdsmaintain quality control procedures. i
~ - Demonstrate| 1edge and understandlng of the regulations--tax
- laws, sales pe _1ts, legses, etc.~~which apply to stores or to
fund-raising sales (seé' Fund Raiser).
° @ N
- Purchase, obtain, or create items for sale. . o
v < A ,
‘ T Survey and choose among suppllers of products and Services on the
. bas1s of quallty, approprlateness, cost, and re11a ility. ~
- Determlne the cost/benefit factors for different types of products !
§ﬁ and services, or for different kinds of stores and sales.
%‘ N HEEN i Py e N
O Pl . . ~ .
o . = Perform, arrange for,, or supervise the performance of sales related
: y g > p P
) functions, such as advertlslng, publicity (see Public Relations/
¢ Communications Worker) pricing, selling, delivery; banklng, record :
keeplng,(see Financial Mangger) and janitorial work ; .
%" . = Deslgn and ‘prépare displays for store 1nterlors or windows (see '
WL .- Artlst/Craftsperson) o ..
: - "Recruit and select sales pergonnel.(see Human Resources-Spec1allst)." o
B - - - . ‘«A—.}
< - Establlsh procedures to monitor personnel, money, and 1nventory ‘ ‘ .
x -~ (see Financial Manager)- '
- L i * . - ¥
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Train others in established sales procedures (see Teacher/Trainer).
Develop methods and procedures for retutn of products, repayment
for unsold goods, §ale of slow-moving or leftover.,items, etc. '

.

‘Develop specific goafs for a sales activity within the constraints
of available time, space, and personnel. , - .
o A
-t . N\ °
7 . .
Evaluate buyer behavior-and consumption patterns. <o

-

Maintain correspondence with suppllers and sale/store c11ente1e
e * -

M - -

Organlze a sale into its component parts and7determine the%sequence
in which these activities must’®be performed.

-
-

Develdp and maintain store/sale budgets and financial records (see
Financial Manager). , -

Make appropriate use of business records, Such as’ purchase orders,
recelpts, and sales slips. - ’

©

Demonstrate the use of bookkeeping techniques and accounting proce-
dures used in store.or sales records (see.Financial Manager).

5 -

©

Coordinate the execution of simultaneous sales activities (see
Administrator/Manager). 8

Demonstrate the use of business machines, such as a typewriter,
photocopier, cash register, addizﬁ machine, and hand calculator.

Make or ma1nta1n an 1nventory record -of items on hand- and/or sold
«to determine what and. when to reorder. . .

-
<

Deal effectively wrtﬁ customers, including:

. L]

- Providiffg information about products oi services.
-~ Explaining pricing policies.

- Establishing procedures for customer returns or- repayment for items or

* sgervices.' - . o
- Handling complaints. . ¢

Al B -
’ . .
Esta;ITBh.and maintain salesfstore records, including:

- Profit/loss statements ' *
- Expendlture/lncome statemenﬁs. N . \
- Periodic reports to sponsorlng agencies and/or other 1nvolved groups.
= Records to help others develop similar sal programs or stores.

Y N *

~
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TEACHER/TRAINER \ 2

A teacher helps individuals or groups of individuals to learn facts
or 'skills or to improve their learning techq&gues A trainer teaches
specific jobs, skills, and/or tasks; traiping also involves the organl-
zational socialization of other workers. \"‘\\

\

In my work as a teacher/trainer, I can: ”

Establish a good working relationship with a learnek or group of

learners.

)

Develop positive student attitudes toward learning by:

- Selgcting tasks of approptiate difficulty.
- Tel®ing the learner when a job is well done.

Encourage and support the learner and help the learner to develop

‘a positive self-concept by: o
Complimenting the learner for good work and good thinking.
Showing acceptance of the learnmer by giving attention and by
listening carefully.

- Helping the learner respond to 1ncrea31ng1y diffieult materials.

Work cooperatively with' the leagner';.teacher and/or school by:
p—— .

.

+ Abiding by school rules relating to tutors or aides.

Being positive’ about the teacher and school in discussions with

the learner. ’ “

Following the teacher's plan of instruction.

Providing the teacher with 1nfo?§%tlon on learner prpgress.

- v

Provide :advice.and informal counseling to the learner /when apptopriate
(see Counselor) ' .

Identlfy learier needs and difficulties:

By direct observation of and/or interaction with the learner.

From test data or other diagnostic. dev1ces.

Through discussion with the teacher(s) who “regularly instruct(s)

this learnmer. Phe

Through discussion with other school personnel (counselors,

psy%hologlsts, etc.). '

! L] -

D&Eermine learner interests and plan 1nstruct10na1 act1v1t1es

aroqnd them.
-

Plan a lesson or series of lessons 1nc1ud1ng

Ty

- Objectives.

- Teaching methods and techniques.

- Instructional materials (both written and aud10v1sua1)
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-~ Evaluation technlques. . s
Pace instructien at a speed approprlate ﬂ///he 1earner. ©
Set and monitor instructional objebtives.

Seleét instructional material and techniqiies appropriate to
learner background and experience. -

Demonstrate knowledge of learning theories and their application.

)

Demonstrate knowledge of teaching methods ‘and materials. .
- . * . . T

. - . . ! . P
Develop written.materials for use in teaching or training. -

Develop audiovisual materials for, use in teaching or training.

’

Develop and maintain a librany of materials for use in teachlng er
training, (Specify subJect and/or decvel)

Fl ) . .

—t

Demonstrate knowledge of the subject(s) which I teach.

(Sée%ify)_ y

[

.
~ . .

-

Evaluate learntr progress by:

- Observatién. ' ///’//—\
=~ Qral questioning. .
-~ Use of tests or other evaluative devices, .

3
- N .
3

Use questioning techniques appropriate to instructional objectives.

’

Make an effective oral presentation to a group.

‘ \ ' . L]

Demonstrate a knowledge of group interaction techniques and oX their
v :

use. ’

) ‘ . . r
\ .
Train others to be teachers or trainers.
. ’ ¢
Articulate the philosophy of the orgénization. -
{ 2

Explaln the relationshi between a part1cu1ar job and organiza-
'tlon/agency/program mission, .

O

ERIC
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Iéeexlf;”zegze;;;;needs ee Problem Analyst/Researcher) ] §§‘
:ﬁke an qverall training plan which includes:
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I . N v,
.

- General 1earn1ng oBJectlves.

- Bverall teachrng strategies. .

- Teaching method. " ) -
- Budget for training costs.

- Schedule and site con31derat10n.

. = Materials’,, both written &nd audiovisual.

= Evaluation technlques ‘and instruments.

Determine the cost/effectiveness of various training approaches.

Determine the suitability of various training approaches for

individuals with differert backgrounds and experiences.
Develop training manuals for other tr1}ners to use.
Administer a training program, including:

- Selectlng and recruiting training personnel.

- Selecting training methods and materials which are both appropriate

- Monitoring th® progress of those d01ng the training. #
- Modlfylng training programs and techniques if the goals of the . .
program are not being achieved. B .
- Evaluating the effectivengss of the tra1n1ng program,
) - Preparing and evaluating reports on training programs.
- Monitoring and evaluatlng the JOb performance of those who were A .
_trained. . ’ ‘ .
- Conduct a training session. , ] ‘ i
* ’ o ~ A * e (S .
- Train ¥thedg to-do specific job(s) or-task(s). . a
. <
(Specilfy ‘ . .
- ]
A} L3l
‘ 4
-, Know how and when- to use dlfferent role-playlng technlques in .
LS
. : training. . .
. . .. oM ~ . . .
s, " - Help those be1ng tralned to see the relevance of their training
- experience to their” Iong-range career goals and/or personal
.development. ‘ '
- L] - .
. -  Evaluate the training progﬁg::-of others. , )
4 . - ) ' - ) = : .
e © . . S g
. A . v . .
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to the group and cost/effective.
- Setting training godls.
- Conducting the training of those
- Monitoring the progress of those

L)
.
a

whg will train others. .
being_ trained.




A TRANSPORTAT ION SPECIALIST'
— _ . ’ ,
A transportation specialist plans and scheddﬁ%é the transfer "of people
"and/or materials from one location to another, prov1des for- this transfer,
and/or cares for .the vehiéles used. - . -

—

.
»

As a transportation specialist, I can:

- B N

" - Survey the transportation needs of people, including obtaininé’informatiq&n ‘
) about the special needs of groups, such-as children, the handicapped or .
A - the aged. . .
[ - - - Identlfy the requirements for transportlng the materlals used by an
' ‘organization o?.program i ., . .
. Ve ”‘ :
- Design transportation plans’ for people” or materlals to meet 1dent1f1ed -
. needs and reduirements.
A - Schequle the individuals and vehicles needed to implement a transpor-
tation plan. . - o
rd ’ ” —\ -
o~ Monitor -and keep records for a transportation program\to maintain the .
quality of service and to identify when changes are needed. "« -
@ - ,
! - Serve as the dispatcher for a transportation program. ‘ ' )
. P ¢ . . -
- Coordlnate a number of p1ck ups or, deliveries. ~ . .
- Plan or, se1ect a transportatlon route that will be ‘most efficient in :
~ -
Jo— terms of t1me 1nv01ved‘and fuel consumpylon «
- . ‘ ) \
= +» -~ Read and use maps to plan a route. . v .
‘ 4 »\‘ ‘ )
- Identlfy and use aﬁternatlve routes when unéxpected cond1;10ns affect .
. the routes planned. > R -
< - Select the type of vehicle to be used in a- transportatlon program on: .
- . the bdsis of analysis of the vehicle characteristics and the needs and
' . -reqdlrements/of the program. i ‘ )
\ - - . 5
P - - Decide among the various forms of finance fdr veh1c1es (purchase, long-
. term leasing, short~term rental)
’ v -- ' '
- - Setect apprbpriafe insurance for vehicles and drivers and for éhe .
" passengers, and/or materiads being transported. ) - 0 .
’ 2 . . * - ® . 1 \
g - Keep tecords of vehicle insurance, registration, .and/or operators
licenses, . , .0
- ‘Read and 1nterpret the leases, contracts, warranties and 1nsurance ‘ e e
‘ p011c1es involved in veH1c1e réntal or purchase. -
. . kN Lo . N . ' \w L3
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€

- Descrlbe the process involved in reglsterlng and 1nspect1ng autom7bi1es

and/or other vehicles. . - . .

L - Y. [
- Describe the process involved in obta1n1ng a license "o operate varlous M
. types of vehicles (automoblle, bus, taxi, etc.). . /
N - Monitor the condition of vehfcles<to determine when maintmnince and/or
. " replacement is needed. - : 6 \
. Supervise .and keep a’'record bf veh1c1e ma1ntenance . ’ -
L4 - .‘ -
" t ‘ ;
- Identify the best persan o make repairs, on the basis of costs, quality
" of work, ‘and warranties. . , L

= Compare the costs of.repairing and replaqﬁng\a vehicle when dec1d1ng

-~y the more cosf effective action. . . .
N o

\ Determine if a vehicle needs, and provide: ¢
- | ] -
: - 'Additional oil ’ ’ T , R
- Water added to the batteyy . - - ) :
;‘”ﬁater or -antifreeze added to the radiator
,More air in the tires . > R
\ x ‘J . ) . . ,
- Provide routine automobile maintenance, "sugh as:, v

.

0 s - Changing the air Eilter .8 .
* =, Changing the oil and 0il filter S . . .

, - Check and adding, if necéssary, automatic transm1551on ﬁluld

" . - Flushing and refilling thé cooling system
- - 'Replacing rad1ator or header hoses - . .
- Lubrlcatlng chassis and/or wheel bearlngs - &
- Changing tires R . B
. - : s : ’
- 'Explain what recoursé is available if a vehicle cannot be made to
function adequately While under guarantee.

o
»

o
= Teach others how to drive a car, bus, or gqther veh1c1e (see T%acher/ L.
Trainer). - g
E—— 4 e . T
3 .
~ - Plan and make the arrangements (reservatlons, tickets, etc.) for
’ ) ' grod% travel. . f oA

-

. .~ .. Negotiate with transportation and accommodation representativesto
. o~ . ‘
. . . obtain the lowest possible costs for a group travel package.

) .
~ % > f . 4 .
e ‘ .
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